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Preface 


This volume has been planned as part of a two-volume sequence. It 
has long seemed to me that the subject matter of public administration 
as a component part of the broader subject of government needed a 
more systematic or conceptual base. In my own teaching and adminis- 
trative experience I have found it helpful to think of the common 
problems of government administrative agencies as essentially of two 
kinds. Hie first 1 would label the “politics of public administration.” 
Here it seems to me the student and the practitioner arc concerned 
with the constitutional basis or framework of administration in our 
form of government, and then with the relations of administrative 
agencies to the three great branches of legislature, e.xecutive, and 
judiciary. 

I recognize, of course, that such a formulation of the politics of 
public administration focuses primarily upon the institutions of politi- 
cal decision in our society rather than upon the dynamics of political 
parties and pressure groups. But since both these latter must even- 
tually assert their power and influence through the formal structure 
of government, it has seemed preferable to me for the student of public 
administration to concent’’ate his attention upon the institutions of 
governmental power. 

I have long bcc^n unhappy with the disposition of some political 
scientists to look upon the chief cvecutive in our scheme of govern- 
ment as a chief administrator. Others I am sure have shared this same 
dissatisfaction. For reasons of constitutional status and administrative 
convenience, legislatures have seen fit to recognize chief executives as 
managers-in-chief of administrative work. Rut chief executives are far 
more important figures than mere administrators. Hence I prefer to 
regard the chi('f executive as one o^ a triumvirate of institutions pos- 
sessing governmental power whose duties include, among others, over- 
sight of the work done b)’ administrative agencies. 

Are administrative agencies then to be regarded as a “fourth branch” 
of government? I belie\ e that they have no such exalted status. Rather, 
they are a kind of subordinate echelon of government subject in our 
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scheme of things to the supervision of legislature, chief executive, and 
judiciary. The scope of the administrative interest of the three branches 
varies with circumstances and personalities. The administrator in the 
public service is concerned with all three, and ignores any one branch 
only at his peril. 

So it seems to me that the politics of public administration is con- 
cerned with how administrative agencies in our government are kept 
subject to popular direction and restraint in the interests of a free 
society through the operation of three coordinate branches. 

I have conceived of the second kind of common problem in public 
administration as embracing the problems of management. It is to 
this subject that I have devoted my attention in this present volume. 
Sooner or later I shall hope to provide the companion piece, but since 
events have now propelled me from the realm of theory to practice, 
that other volume will no doubt be somewhat longer delayed than I 
had originally intended. 

The word ‘management” in the title here implies that our interest 
is in the operation of administrative agencies as such. The apex of our 
attention for the present is the department head or the chief officer 
of any other separate administrative agency of government. Moreover, 
as I have already suggested, this volume deals with the common prob- 
lems of management, with the interests and concerns of mjyiagement 
which spread from one agency to another rjsgardless ot its substantive 
field of activity, whether it be education, national defense, public 
health, foreign affairs, jiolice protection, utilization of national re- 
sources, or garbage disposal, I have explained this concern with com- 
mon problems further in the first chapter. 

I shall not quarrel with the student of public administration who 
wishes to expand his interest into the substantive merits of govern- 
ment policy and program. These are the exciting issues of politics. 
But apart from the field of foreign affairs, the political scientist has 
often been negligent in preparing himself adequately to deal with the 
intricacies of government economics, urban land use, public-health 
medicine, or even educational philosophy. For present purposes I 
have had to eschew these exciting subjects to deal with the more 
prosaic matters of management as a process of getting work done. 

I do not apologize for this concern with mechanics. If this volume 
has a single theme, it is suggested by the subtitle: The Quest for 
Effective Performance. There is little point in debating the ends or 
functions of the state, if we have no confidence that, once resolved, 
those ends cannot or will not be effectively administered. The student 
of management is concerned with means to a great end: the accom- 
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plishment of the goals in governmental service that a free society de- 
termines for itself. I have tried in the final chapter to express some- 
thing of the reasons why political scientists, and others, do well to 
concern themselves with mechanics. 

In writing this volume I have naturally drawn upon both thought 
and deed. It has been my privilege to be a participant in large-scale 
administrative effort in five years as a public servant, however modest 
the capacity. I have had the opportunity also to participate in several 
surveys of government agencies at Federal, state, and local levels. 
Much of what is recorded here is therefore based upon personal ex- 
perience and close-hand observation as well as upon the writings of 
others and upon my own reflections. Where the one may start and the 
other leave off is beyond my ability to say. 

But I have tried to keep my attention directed to the major ques- 
tions of procedure which management in the public service must face. 
And at all times I have endeavored to emphasize that it is the public 
service we are here describing. There are many common problems 
which management in the public service shares with management in 
private business and other agencies. This is not a treatise on manage- 
ment but a treatise on the public service. 

Yet there have been times when what I have had to say borders 
upon the realm of a government management manual. It would have 
been more exact to have cast many sentences in the form, ‘Tf manage- 
ment desires to obtain this result, then it should follow this course of 
action.” I have used the imperative statement alone, because it is so 
much easier for the reader and because I am sure the student will 
understand my intention only to convey a sense of present knowledge 
about desirable management practice. If one indulged all the qualifi- 
cations this or any other subject deserves, books would never get 
finished, let alone read. 

I am indebted, of course, to many persons who over the years have 
influenced my thinking about public administration. 1 have been for- 
tunate in the persons I have known. I cannot mention them all, but I 
would at least desire to acknowledge how much I have profited from 
the wisdom of my Columbia colleague. Professor Arthur W. Mac- 
mahon. My first extensive effort at detailed study of organization was 
made at the expense of two Army officers who were later to be both 
my superiors and my friends. General Brehon Somervell and Major 
General Clinton F, Robinson. Both are persons of keen perception into 
the very problems which are outlined here. Dr. Luther H. Gulick 
introduced me to my first extended sojourn into active administration, 
and I have always been proud of my friendship with Louis Brown- 
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low and several of his associates. These and others are those with 
wjiom I have been in sympathetic association over the years and 
from whom I have learned so much. I shall be content if they find 
only a small bit of their wisdom reflected here. 

Finally, I should like to acknowledge the faithful assistance of my 
secretar)^, Miss Mary Ann Sanders, in hastening this manuscript to 
completion. 

John D. Miulett 
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INTRODUCTION 




CHAPTER 1 The Nature of Management 


Management is the process of directing and facilitating the work of 
people orgaiiiz('d in formal groups to achieve a desired goal. Manage- 
ment may not be indispensable to group activity, but it is essential in 
utilizing limited resources to accomplish maxirrniin output, that is, in 
order to prevent wasted effort by individuals. Without some source of 
central direction and guidance, individuals in any sizable number can- 
not work together successfully or efficiently over a sustained period of 
time. In other words, formal organizatioit of work and a high degree 
of specialization of labor make management imi:>erative as the means 
for ensuring x^erformance of any undertaking. 

Manageincnt is a system of authority and responsibility in adminis- 
trative effort. In the public service, management must necessarily func- 
tion within the limits of x)uipose and procedure fixed by the political 
Xirocesses of government. Tn a d(‘inocratic socic*ty, management must 
at all times obseive the tjaditioiis, the basic tenets, and even the ritual 
of that society, but within certain hniitations to iie discussed below, 
management is the mechanism which exercises the authority and ac- 
cepts resx)oiisibility^ for carrying ..n certain specified activitic's. In a 
large organization this systean of management authority and responsi- 
bility is structured; that is, it is formally created to ox')erate in a hier- 
archical x)attern. Often the term “top inanagtmient" is used to refer to 
a i^aiticula] “lever of authority and responsibility, or even to tlie small 
elite element amoTjg the whole management grouj). But the tasks of 
management are not necessarily co Jmed to one x^articulax ste^) in an 
organizational stiucture. In varying degree of (daboration, manage- 
ment is to be found in the administrative process at many different 
hierarchical levels of authority and responsibility. 

“Management” is a collective term. Manageincnt is more than a 
single manager or administrator. It is a group of persons who exer- 
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4 Introduction 

cise jointly the authority and the responsibility for group activity. In 
a simple administi*ative situation— in a work gang, in a stenographic 
pool, in a bookkeeping ofBce, in a printing shop— there may be a single 
foreman, chief clerk, or supervisor. The task of management in these 
circumstances is relatively easy to perform without an array of assist- 
ants. In a large city school system, in a state road department, in a 
regional internal revenue office, in the office of the Secretary of De- 
fense, no one person can assume all the duties of management. Formal 
authority and responsibility may be vested in a single person, but ef- 
fective performance of the work of management requires a number of 
competent, specialized assistants. In these situations management is 
not just a single individual with the title of superintendent, or chief 
engineer, or director, or Secretary; management is a whole group of 
persons. 

In qualitative terms management may be effective, indifferent, or 
ineffective. The quality of work performed by any group is not an easy 
attribute to measure, since the standards one* uses arc so often matters 
of personal judgment. Yet there would be common agreement that the 
management evident in various organizations does differ in quality. 
In general, effectiveness would seem to dci^end upon three factors. 
The first is the state of personal relations within a management group 
and between management and subordinate working groups. If^per- 
sonal relationships are hannonious, cooperative, inspired with deter- 
mination to achieve a common goal, fired with enthusiasm for a com- 
mon purpose, and infused with loyalty to the group, then management 
is effective. The second factor is wT^rk accomplishment. If the output 
of an organizational unit is subject to some degree of quantitative 
enumeration -number of purchase orders executed, number of health 
examinations completed, number of structures built— then effective 
management may be indicated by the work record over a period of 
time. If outxiut cannot be quantitatively determined, then some other 
periodic evaluation may indicate whether the desired group goals are 
being substantially achieved. The third factor is efficiency. Efficiency 
may be the engineering concept of relationship between physical units 
of input and output in a given enterprise. Efficiency may be a fiscal 
quality: the relationship between dollars spent and income obtained. 
Or efficiency may be the relationship betw^een human costs incurred 
and human satisfactions or benefits produced.^ In whichever sense the 
term “efficiency” may be used, the management which creates some 
evidence of efficiency is effective. 

^ See the article on “Efficiency’' by Sumner Slichter in Encylopaedia of the Social 
Sciences (New York: Macmillan, 1931), vol. V, p. 437. 
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In brief terms, then, management embraces the essential elements 
of authority and responsibility exercised in the process of directing and 
facilitating the work of people organized in formal groups for achiev- 
ing a common purpose. Management is a collective endeavor by a 
management “team.” It may be evaluated in terms of effective per- 
fonnance. 

AUTHORITY 

Authority is the basis of management, the foundation upon which 
management constructs its efforts to inl^uence the action of the “subor- 
dinates” of organizational hierarchy. Here, then, we must understand 
one of the first preie(|uisites of authority. A fundamental characteristic 
of organization is hierarchy, a formalized structure of relationships. 
W e cannot stop lu're to inquire into the various aspects of hierarchy. 

shall simply accept the basic proposition that the hierarchy of 
government administration is initially provided or outlined by politi- 
cal processes n'sulling in either constitutional, statutory, or executive 
prescription.- Within these limits management in the public service 
may determine the features of organizational hierarchy.'^ For our pur- 
poses a formalized structure of organization may be assumed to exist 
and to provide the setting within which authority is exercised. 

The whole subject of authority in administrative organization may 
be approached from three different points of view. One is legal in 
nature, emphasizing the formal sources of authority and the rules or 
norms which both define the scope of authoiity and limit its exercise. 
Another point of view identifies authority with status in organization, 
and endeavors to define 'incwhat preci.'»ely the degree of authority 
c'xercised by reason of the position which an individual may hold in 
an organizational structure, A third point of \'iew defines authority in 
terms of human relationships, tha^ is, in terms of the acceptance of 
autliority. Organization is people woikiiig together, and personal re- 
lationships necessarily modify the formalities of authority. Sofnetimes 
management has been axqiraised in terms of “w’isdom of judgment” 
or of “personal influeiice,” ^ Ohester Barnard has argued tfiat the pri- 
mary element of authorit)' is its ceceptability to those subject to it. 
He then xoostulates four conditions which are essential to the accept- 
ance of authority: (1) an understanding of the instructions received, 

-Tills jixoposition will he discussed by the author in another volume. 

See Chapter 7. 

^ See, for example, the discussion in Ordway Tead, The Art of Administration 
(New York: MeChaw-l Jill, J951), Chap. 8. 



6 


Introduction 


(2) a belief in the compatibility of the instructions with the end pur- 
poses of the organization, ( 3 ) a belief in the compatibility of the in- 
structions with an individuals own personal interest, and (4) ability 
mentally and physically to comply with the instructions received."’ 

All three of these points of view are essential to understanding the 
nature of the authority vested in and exercised by management in the 
public service. Because public service is founded upon law, because 
in our society legal norms are given a high order of importance, the 
legal basis of administrative authority is very important. In formal 
organizational structures, such as those of the administrative agencies 
of government, authority is vested in status, in ]positions, regardless 
of who may be the particular individual or individuals holding a spe- 
cific post. Indeed, a major factor in making authority acceptable is the 
element of legitimacy, the tradition and usage which endows certain 
positions \vith authority. A chief executivt', whether President, gover- 
nor, or mayor, is expected to exercise a ceitain degree of authority in 
our governmental structure, whatever his party affiliation and whatever 
his personal gifts or limitations. The same is true of a department head 
or a bureau chief, of a budget officer or a personnel director, of a legal 
adviser or a purchasing officer. In a military organization, also, certain 
authority of command inheres in such positions as the coimnanding 
general of an army, a corps, or a division, and in such positions as the 
commanding officer of a regiment, battalion, or company. 

But personality considerations also iniluence the exercise ut author- 
ity. Management, we say, exercises wisdom and good judgment, or 
evidences effective operation, by the way in w'hieli it obtains wide- 
spread response to its decisions. Such wisdom and (4fecti\ eness usually 
mean that decisions express goals or values widely acceptc^d within 
an organization and capable of arousing sustained and enthusiastic 
effort in their accomplishment. The authority of ‘1c-adership’’ often 
rests upon the personal factors of superior know4('dge or ability which 
evoke favorable response from others. The leader achi('^ es acceptance 
of his authority, while the noiileader fails lo do so, regardless of his 
official position. In this sense authority may Ix' informal rather than 
formal, meaning that certain indi\iduals in an organization jnay be 
far more influential than others in determining the action of others. 
All three elements of legality, status, and luiinan relations must be 
kept in mind in the study of authority. 

There is still another way of analyzing authority. We may observe 
it as administrative process, involving three different steps: (1) the 

5 Chester I. Barnard, The Functions of the Executive (Cambridge, Mass.: Har- 
vard University Press, 1938), p. J65. 
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making of a decision, including all the legal, organizational, and per- 
sonal considerations which permit a person or group of persons to 
decide the issue in question; (2) the communication of a decision by 
various media and in various terms to those whose action is to be 
affected thereby; and (3) the execution of a decision in varying de- 
grees of coiiformance with the original intent. Authority must neces- 
sarily be thought of in these terms of process, for the whole concept 
of authority is meaningless unless it is exercised, unless it results in 
action of some sort within an organizational structure. Accordingly, 
we must bear in mind that authority is manifested in the public serv- 
ice as a process which influences the action of those persons who 
make up the organizational structure, and even of those persons who 
constitute the clientele of an administrative agency. 

2 Ue Purpose of Authority 

Any concept of authoriW in governmental organization is necessarily 
closely allied with a concept of power. Public administration is an in- 
strument for the exercise of political power. Administrative organiza- 
tion is the formalized structure for exorcising certain powers of govern- 
ment, and management is the group of j^ersons and the process by 
which organization is animated to accomplish these purposes. 

Political power and hence administrative power may be exercised 
for the personal or materia] satisfaction of a particular individual or 
group of individuals. Ordinarily we avSsoeiate this kind of behavior with 
authoritarian types of gove rnment. In a democratic government we say 
that power is the servant of all, not the master of any Undoubtedly 
such a statement expresses a common aspiration in a society which 
places high value upon r^div'dual freedom. But practically, in our 
actual history of miinieipal .state, and even Fedeial government, there 
have been groups who have obtained political power and then have 
exercised administrative authority lur the primary purpose of personal 
benefit. Fortunately, such situations have beeii episodic rather than 
continual and self-perpetuating. 

But here we shall proct^ed on the assumption that the political proc- 
esses in our society result in the exercise ot power for certain broad 
purposes conceived to be in the "public interest,” and that the persons 
who wield this power are subject in v<.rious ways and at various times 
to institutional and other restraints. Administrative authority is then 
derived from this exercise of political power and has a single basic pur- 
pose: to accomplish a particular set of goals or objectives which can 
only be realized throiigli administrative action. This purpose may be 
quite broad in nature, such as to conduct the foreign relations of the 
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United States in such a way as to promote a particular conception of 
the national interest, or to defend our national existence from attack 
by other nations through the use of military force. Or the purpose of 
an administrative agency may be fairly specific, such as to pay pre- 
scribed benefits to all veterans or to prevent and extinguish fires which 
occur in a given urban community. 

The authority exercised by the management group of an administra- 
tive agency is an instrument of political power operating within a 
prescribed sphere of competence in order to promote the public inter- 
est. We may conceive of management authority in our public service 
as essentially rational, exercised in order to accomplish a given objec- 
tive. We would emphasize accordingly that inanagement authority 
has purpose, and that this purpose provides a general framework 
within which such authority is ext3rcised. We must repeat that without 
management authority it would be unlikely that any administrative 
agency would be able to accomplish the goals for which it was created. 
Ill other words, management authoiity is indispensable to the realiza- 
tion of the objectives of government action entrusted to an administra- 
tive agency. Management authority has as its basic purpose the per- 
formance of some governmental service through the administrative 
process. 

In terms of the human relationships of administrative orgaiyzation 
there is yet another purpose behind management authority. That pur- 
pose is to integrate the actions or beha\’ior of the group who make 
up an administrative organization in order to achieve defined objec- 
tives, Peoiile working together must be directed in varying degrees if 
they are actually to work together, if they are to accomplish a desired 
end. This working together comes only as the result of a process of 
integration which is primarily promoted by the exercise of management 
authority. Without management authorit)^ the achievement of common 
purpose among large numbers of persons would be practically impos- 
sible. 

In this dual sense we may say that the purpose of management au- 
thority is to achieve certain ends of government service by building a 
pattern of behavior among numbers of persons designed to accomplish 
certain desired ends. It is this essentially rational purpose of authority 
which leads to its habitual acceptance. 

The Sources of Management Authority 

With such a definition of the purpose of management authority it 
is immediately relevant to ask: Whence comes this management au- 
thority? We cannot begin here to explore the intricacies of the political 
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processes of our society by which government fixes certain goals for 
administrative performance. At the moment it is sufficient to observe 
that management in administrative agencies plays a large and sub- 
stantial part in this process. Indeed, one of the major fears of our time 
is that so much political power will come to be lodged in the manage- 
ment groups of governmental administrative agencies that they will 
be able to make decisions with little external guidance or restraint. 
However this may be— and the fear seems entirely reasonable although 
at times exaggerated— we may look for the sources of management au- 
thority in certain formalized practices. 

First of all, management authority in our scheme of government 
rests upon law. Certain aspects of management authority are to be 
found in our constitutions, in that of the Federal government as well 

in those of our state governments. Other aspects are embodied in 
legislative enactment, and still others in judicial interpretation. It has 
even been argued that the relationship of employer and employee in 
an enterprise is a contractual obligation entailing the right to com- 
mand and the duty to obey.^ In any event, management authority in 
the public service must always find its first source in legal provisions. 

But formal law conferring authority upon management groups in 
the public service is often fragmentary and even ambiguous. It is not 
a sufficient guide in and of itself always to provide a sure basis of 
management authority. There is a second source of authority of con- 
siderable imjjortance— tradition. Any large organization which con- 
tinues in active operation over a period of time develops work habits 
wliich include a general conditioning of response to superior authority. 
Moreo^^cr, these work habits are often reinforced by formal ti*aining 
and a professional code of * thi( s. A professionalized civil service recog- 
nizes the existence of authority as one of the conditions of service and 
perpetuates obedience to duly consMtuted superior authority as one of 
the major values of the service. Tl«e individual who gains a sense of 
identification with the whole enterprise comes to look upon authority 
as one of the customary aspects of organization and only in the most 
unusual circumstances questions or refuses to obey that authority. 
Thus tradition in an organization becomes one of the very mainsprings 
of management authority. 

In the third place, top management in an organization confers au- 
thority upon subordinate levels of management. Delegation then be- 
comes a third soun^e of authority. This delegation may be written or 
unwritten, explicit or implicit, but the very act of organizing the work 

® Cyril O’Donnell, “The Source of Managerial Authority/' Political Science Quar- 
terly, voL 67 (December, 1952), p. 573. 
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which an agency does carries with it at least the implicit element of 
conferring authority upon those persons placed in charge of the work 
units. So management itself creates a structure of authority which helps 
to maintain an organization in effective operation. One of the primary 
concerns of top management in any organization is to maintain and 
even to reinforce the management authority of subordinate elements in 
the organizational structure. 

There are then three primary sources of management authority in 
the public service; (1) law, (2) tradition, (3) delegation. Each of 
these has its role in making management authority real. 

Evidence of Authority 

It may be well to note in passing that one of the necessary features 
in the exercise of authority is to indicate the existence of the authority 
which management wields. This evidence of authority is commonly 
manifested in this country by citing its source. Departmental orders 
often contain such words as ‘‘Now by virtue of the powers vested in 
me by [such and such] statutes, I do hereby order,’" etc. In earlier times 
seals were frequently employed to indicate to the recipient of a com- 
munication that it came from proper authority. Sometimes it is cus- 
tomary in financial and other transactions to have a countersignature, 
again often as an evidence of proper authority to take certain action. 
The military services use varying insignia of rank to evidence authority. 
Titles of rank and position are still another means. There are many 
ways in which proper authority may be indicated, but some evidence 
of authority is usually desirable in communications and in other forms 
of direction exercised by management personnel. 

Limitations upon Authority 

The very concept that authority has some legitimate source carries 
with it the implication that in the absence of a proper source manage- 
ment authority is illegitimate, illegal, or nonbindiug. Tlie first great 
limitation upon management authority in public service is therefore 
that there must be some proper source. In the absence of a positive 
justification for the exercise of authority, nianageinent may encounter 
difficulties asserting its position. 

In addition, law may actually restrict management authority. In the 
public service, for example, there are general laws which govern the 
recruitment, compensation, tenure, and dismissal of personnel. There 
are other laws which specify procedures in the purchase of supplies. 
Appropriation laws fix the magnitude of what an agency may spend. 
Court interpretation may impose further restrictions, or at least sane- 
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tify a particular meaning in the statutory limitations surrounding man- 
agement authority. Thus there are many legal restrictions upon man- 
agement authority in the public service. 

There are also restrictions which arise out of human relations. 
Barnard has declared that “there is no principle of executive conduct 
better established in good organizations than that orders will not be 
issued that cannot or will not be obeyed.” ^ Certainly management 
will ordinarily take into account the prevailing patterns of behavior 
in an organization in making its decisions. These customary patterns 
cannot readily be altered except in a period of crisis or after the most 
careful preparation for change. To exercise authority in such a way 
as to outrage traditional practices and beliefs is to jeopardize the very 
existence of authority itself. It is to invite a passive refusal of compli- 
ance or even active revolt. There are thus always certain limitations 
upon authority inherent in any given organizational situation. 

In studying departmental management in 1948 for the Commission 
on Organization of the Executive Branch of the Government, better 
known as the Hoover Commission, the author found that the legal 
authority of departmental management often rested upon a very un- 
certain base.^ There is little general legislation which confers specific 
management authority upon department heads in the Federal govern- 
ment. Section 161 of the Revised Statutes says: “The head of each 
dc])artment is authorized to prescribe regulations, not inconsistent with 
law, for the government of his department, the conduct of its officers 
and clerks, use and preservation of the records, papers, and property 
appertaining to it.” But the very restriction that this authority may 
not be construed to contravene other statutory provisions which estab- 
lish many details of purpo^'\ organization, and procedure makes such 
a general grant almost meaningless. The Budget and Accounting Act 
of June 10, 1921, conferred budget authority upon department heads, 
and Executive Order 9830 of Feb. 24, 1947, conferred general author- 
ity for personnel management. 

In examining departmental authority the author came to the con- 
clusion that there were two very different types of departments in the 
Federal government structure and that th(^ difference was primarily 
one of management authority. Some departments were created as 
“holding companies” wherein the department head was given simply 
general authority to “direct and supervise.” The Department of the 

” Barnard, op. cit., p. 1 67. 

® See Task Force Report on Departmental Management Appendix E, prepared 
for the CJommission on Organization of the Executive Branch of the Government 
(Washington: Government Printing Office, 1949). 
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Interior, the Department of Commerce, and the Department of Labor 
were of this type. Other departments were integrated in type, with 
the department head enjoying extensive management authority by 
legislation specifically empowering him to accomplish certain specified 
program goals. The Department of State, the Department of Justice, 
and the Department of Agriculture were of this other type. 

By way of contrast it may be observed that the New York City 
Charter approved by the voters on Nov. 3, 1936, vested all the func- 
tions of each department, as enumerated, in the hands of the commis- 
sioner. This meant in effect that extensive management authority was 
provided by law to each head of a city department. 

Top-management authority is legally substantial only when a depart- 
ment head is given the power to carry out the programs or basic pur- 
poses of the agency. When tlic authority to conduct programs is vested 
in specified bureau chiefs and the department head enjoys simply the 
authority to direct and supervise, top-management authority is limited. 

There is another kind of limitation upon management authority 
which must be clearly acknowledged. This is the limitation of political 
responsibility which we shall discuss further in the next section. In 
general we may note that in our .scheme of go\'ernment, management 
authority must ever be tempered in terms of extensive relationships 
external to the administrative agency itself. In the exercise of^its au- 
thority management must be concerned for the possible reaction of 
the clientele depending u]3on its services and upon all other groups 
interested in an agency’s activities. The possible reaction of legislators 
and of the chief executive must also be borne in mind. 

It is no exaggeration to say that management authority in public ad- 
ministration is well circumscribed. There arc no administrators and 
their staffs in the public service who can lay claim to unlimited man- 
agement authority. One of the major features of the management task 
in the public service is to exercise authority in ways which will be 
largely agreeable to many different ])ersons both inside and outside 
the administrative agency itself. Authority exercised in this fashion 
cannot be dictatorial in nature. 

Adequacy of Authority 

When we acknowledge the many limitations which circumscribe the 
exercise of management authority, we immediately confront the ques- 
tion whether authority so limited can be adequate to realize its funda- 
mental purpose. This is not an easy question to answer in government 
administration. We live in a political society which has grown up in a 
tradition of mistrust of government power. We have expressed that 
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mistrust by many different institutional arrangements, such as consti- 
tutionalism, federalism, and the doctrine of separation of power, which 
purposefully limit or diffuse political power. More than this, our society 
has encouraged a great pluralism of groups struggling and competing 
for power. Under these circumstances management authority may at 
times be confused because political power is confused. One price of our 
democracy is to have just such uncertainties. On the whole that price 
lias not yet proved in experience to be unreasonable. 

In 1949 the Hoover Commission in its first report chose to emphasize 
authority and responsibility as the two most important aspects of 
management which needed further attention.'*' The Commission ex- 
pressed the belief that management authority was inadequate in the 
Federal government, declaring that “definite authority at the top, a 
ch ar line of authority from top to bottom, and adequate staff aids to 
the exercise of authority do not exist.” The Commission summarized 
the existing situation in its finding that “authority is diffused, lines of 
authority are confused, staff services are insufficient.” This situation 
was reported to characterize the management authority of the Presi- 
dent and the management authority of department heads. 

Although the Commission declared that a remedy to this situation 
was a “first and essential step in the search for economy and efficiency” 
in government administration, the Commission did not suggest what 
this remedy should be. It spoke of establishing a “clear line of control” 
from the President to department and agency heads and from them 
to their subordinates. It spoke of improved “staff services” and of the 
need for executive training and development within the public service. 
The Commission then madr^ several more specific suggestions about 
staff organization in the Executive Office of the President and about 
staff organization for department heads. The only definite statement in 
the Commission’s recommendations about authority was as follows: 

We recommend that the department head should be given authority to 
determine the organization within his department. He should be given au- 
thority to assign funds appropriated by the Congress for a given purpose 
to that agency in his department which he believes can best effect the will 
of Congress. 

The management duties of a chief executive are simply one phase 
of the broad range of governmental functions which he must perform. 

® Commission on Oiganization of the Elxteutive Branch of the Government, Gen- 
eral Management of the Executive Branch, a report to the Congress, February, 
1949 (Washington: Government Printing Office, 1949). 

Ibid., p. 41. 
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The role of the chief executive, however, must be studied not primarily 
in terms of administrative management but essentially in terms of the 
political power he exercises as one of three branches of government. 
This is a subject which cannot be fully explored here. For our imme- 
diate purposes it is better to examine the adequacy of management au- 
thority in terms of departmental management. 

It seems that management authority commensurate with the duties 
of management must consist of at least these elements: 

1. Program authority— the power to determine the goals of administrative 
activity within the limits of statutory and executive direction. 

2. Organizational authority— the power to create the administrative struc- 
ture necessary to accomplisli stated program goals. 

3. Budgetary authority— the power to frame budgetary needs in terms of 
program goals and to execute budget programs as enacted into law with 
discretion and flexibility. 

4. Personnel authority— the power to determine personnel assignments and 
appointmcuits, within broad limits of salary, recruitment, and tenure set forth 
in government legislation. 

In varying degrees these component elements of management au- 
thority arc vested in department heads in the public ser\’ice and in 
turn are vested in bureau chiefs. There seem to be two principal rea- 
sons, other than limitations of personality itself, why some department 
heads have not received this full measure of authority. One is the fact 
that some departments, as we have not(‘d, aie organized as a kind of 
hodgepodge of varied activities, each of which separately has been a 
primary object of legislative interest. Legislatures are then reluctant to 
vest full authority in department heads lest the interest group and 
legislative concern with a particidar activity be diluted beyond the 
point of effective influence in the larger setting of a “suj)crdepartmcnt.” 
In other words, management authority at the department level must 
ever struggle with the political manifestations of a x^luralistic system 
of political power in our society. It is the author's personal opjinion 
that too little attention has been given to this factor in organizing de- 
partments in our Federal government. 

In the second place, legislatures put restrictions u])on management 
authority because they distrust extensive administrative discretion. 
Sometimes department heads or others have indulged in certain mal- 
practices for their own benefit or the benefit of a few other individuals. 
Sometimes department heads and others aj^pear to have been arbitrary 
in their actions, or indifferent to legislative requests. Sometimes depart- 
ment heads seem uninterested or unconcerned about certain types 
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of activities under their authority. Sometimes legislatures obtain a 
prejudiced point of view about management behavior because they 
receive critical comment from discharged employees and other dis- 
gruntled employees. Such circumstances often result in legislative 
restrictions upon management authority. Only under j)eculiarly favor- 
able political circumstances do department heads enjoy the full extent 
of the management authority outlined above. 

Sanctions of Authority 

Anyone who confronts the phenomenon of authority in organized 
groups sooner or later must face the issue of the sanctions available for 
its enforcement. In public administration the important sanction is tlie 
powc^r of dismissal. This is the capital punishment of life in organized 
groups. For this very reason the sanction has been surrounded with 
various conditions intended to prevent arbitrary use. Indeed, from time 
to time one hears that a department head or a bureau chief believes 
it to be virtually impossible to dismiss an employee. We shall examine 
this problem later in this volume. 

There are of course l(\sscr disciplinary actions: suspension without 
compensation for a particular period, withholding a promotion or a 
pay increase, reassignment to another job or to another place, and 
olficial reprimand. All these methods of enforcing management au- 
thority in an organization are employed from time to time. Such sanc- 
tions are very real and play their part in making management authority 
effective. Hut sanctions are ordinarily used only in individual instances 
where a very few persons are involved Sanctions are not apt to be 
very effective where there is widespread hostility within an agency to 
some particular rnaiiifcstatioii of management authority. 

The positive inducements or incentives which make for acceptance 
of or obedience to management authority are of primary importance. 
Social custom is one; v hat Barnard has called the “zone of indifference” 
or the extent to which many persons are willing and eager to accept 
leadership is another. The promise of rew^ard, such as promotion, the 
formal acknowledgment of appreciation, the ofGcial recognition of 
services reiich'red—thesc, too, enforce management authority. Many 
persons are won to an acceptance of management authority in the 
l^elief that it is promoting their owm interest in w^ortliwhile group 
effort. 

The use of sanctions is a kind of last resort in those few instances 
where the positive inducements to the desired mode of behavior are 
not suflBcient. 
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Authority and Individual Status 

A democratic society professes to believe in the values of individual 
dignity and worth. How, then, can these values be reconciled with the 
exercise of management authority? This is not a new conflict but one 
as old as all thought about man and society. No person can live with- 
out at some time being a member of some social group, whether it 
be the family, the school, the church, a business unit, or the state. 
And social groupings always employ sanctions in one form or another 
to enforce conformity to standards of behavior which make group life 
livable. 

The fact is that man is essentially a social being and that he must 
live in organized groups in order to realize his own individual fulfill- 
ment. Yet the values of individual personality which our Western so- 
ciety has so carefully nurtured over centuries of life cannot and must 
not be dismissed as meaningless. The reconciliation of social and indi- 
vidual values is not easy to formulate, but in our society we seem to 
have found an institutional answer through the diffusion or plurality 
of social groupings. We ha^'c endeavored to avoid supreme power in 
any one organization. Thus we have many churches, many business 
units, many unions, many colleges and universities, many governments, 
and many administrative agencies. It is in this diversity and vSriety of 
social groupings that we have found the institutional means for pro- 
moting individual values. 

If the individual person is unhappy in any one particular social 
grouping, if he finds the management authorit^'^ in an administrative 
organization unreasonable or unbearable, he may volurilarily leave and 
seek association in some other grouping. It is alternatives of choice 
among social groupings, not the absence of social groupings, which 
make possible the realization of individual values within our society. 

To be sure, there are various indications that the variety of choice 
in our society may be diminishing, that social groupings are becoming 
more rigid in character, and that free movement is not as easy as per- 
haps it once was. Yet it must be evident, too, that considerable alterna- 
tives of choice still exist, and that these still promote individual values 
in our society. 

Management authority, we would argue, is indispensable to group 
effort. It is indispensable in the administrative agencies of government. 
We do not advance individual values by an absence of management 
authority. Anarchy is incompatible with group life or with organized 
administrative effort. But our society as a whole and in its component 
parts must be concerned to promote variety of institutional groupings. 
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Management authority which would be true to our traditions does not 
abdicate its status but rather asserts its power in ways consistent with 
this fundamental feature of American society. It is a monopoly of 
management authority which is likely to destroy individual values. 

RESPONSIBILITY 

It is customary to link the two words “authority” and “responsibility.” 
Up to this point we have been developing the concept of authority as 
exercised by management in the public service. We must be equally 
concerned to understand the meaning of management responsibility. 

In essence responsibility means that management is held accountable 
for the results arising from its exercise of authority. Management must 
have authority in order to achieve its purpose in giving direction to 
group effort. But this authority is accompanied by responsibility for 
the results of its exercise. 

Management responsibility as an actuality is meaningless unless 
there is another party besides management involved. Or, to put it dif- 
ferently, management must be held responsible to some other group 
or person than management itself. Responsibility implies relationship, 
and in order to be effective that relationship must impose obligations 
which if not fulfilled may result in some sort of disciplinary action. A 
system or structure of responsibility is our principal means of guarding 
against an abuse of management authority. In other words, responsi- 
bility limits the exercise of authority. 

In constructing a system of management responsibility to parallel 
a system of management authority in the public service, our society 
has developed three diffe ent forms or practices. Each has its impor- 
tant role ill enforcing managements sense of responsibility. The first 
of these practices wc usually label '‘political responsibility.” The second 
is “institutional responsibility.” The third is “professional responsibility.” 
We shall examine each in turn. 

Political Responsibiliiy 

In government the most important responsibility limiting manage- 
ment is political responsibility. Ye' interestingly enough our system of 
government has never developed any clear-cut and definite concept 
of political responsibility to be observed by administrative agencies. 
We have no doctrine comparable to that of ministerial responsibility 
as observed in British government. In the United Kingdom the heads 
of the major state agencies are members of Parliament and in their 
collective capacity make up the Government of the Day, which is 
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both leader of the legislature and executive of the realm. In his indi- 
vidual capacity each minister, that is, each head of a department, 
assumes responsibility on behalf of the Government of the Day for 
the direction of the administrative activities over which he presides. 
The minister accepts responsibility for all that transpires within his 
department, and collectively all ministers continue in office only as 
long as they enjoy the confidence of a majority of the membership of 
the House of Commons. 

This scheme of ministerial responsibility has been called the “theo- 
retical basis” of the modern English constitution and is the major 
element in the system of parliamentary go\^ernment. The American 
system of government is different, and we have been slow to develop 
a theory of political responsibility for administration consistent with 
our governmental structure. Indeed, the enforcement of political re- 
sponsibility on the part of administrative agencies is institutionally 
shared by our legislatures and our cliief executives. Both have essen- 
tial parts in controlling the behavior of administrative agencies. The 
devices for ensuring political responsibility are several, and sometimes 
confused. It is not always easy for management to understand to 
whom or exactly how it is responsible. This is one of the hazards of 
administrative operation in our government. 

In general any arrangement for political responsibility in fhe man- 
agement of public administration must depend upon two elements. 
First, there must be officials in charge of a department or agency who 
are selected for theii* political capacity and who can and do provide 
the necessary political guidance to administrative activities. The de- 
sirable number and status of these political officials is a matter for 
later discussion. This active political element in administrative man- 
agement assumes political responsibility for the work of an agency 
and is answerable to both chief executive and legislature for its con- 
duct 

The second necessary element is political loyalty on the part of the 
career officials who serve in the remaining managerial posts within a 
department or agency. There was a time historically in American gov- 
ernment when common practice assumed that political responsibility 
within administrative management could be assured only by whole- 
sale changes of personnel whenever chief executives changed. With 
the development of large-scale government services of increasing com- 

The meaning and development of ministerial responsibility have been sketched 
in John D. Millett, The Unemployment Assistance Board (London: George Allen 
and Unwin, 1940), published in the United States as The British Unemployment 
Assistance Board (New York: McGraw-Hill, 1940). 
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plexity, and with the growth of specialized knowledge in so many 
fields of government work, technical knowledge and proficiency have 
become as indispensable in the performance of administrative activity 
as political dependability. The idea of career and merit appointments 
to administrative service has continually gained ground in our political 
thinking and our administrative practice. 

But the idea of career and merit appointment to public service, 
together with its accompanying security of tenure, has a necessary 
corollary too little acknowledged in our government. The price of a 
rneiit or career government service is political loyalty by the per- 
manent .bureaucracy to the political management of departments and 
agencies. Political loyalty by all echelons of management subordinate 
to the political group is absolutely necessary if management is to be 
politically responsible in our government. 

The pc^rsonal experience of the author has indicated that the Armed 
Forces of the Urnted States, one of our outstanding career services, 
have for a long time cultivated a tradition within their membership 
of political loyalty to the party in control of the government. Other 
career services have not given the same attention to this tradition, 
perhaps partly because they have not had the same elaborate system 
of education and continual training for their personnel. Those persons 
appointed to public scTvice on a merit basis have to acquire this tra- 
dition of political loyalty from observation and practice within ad- 
niin i str a t i ve a gen ( ‘i es . 

Some persons doubt that a political loyalty willing to accejrt tiny 
kind of political leadership is possible in a permanent bureaucracy. The 
argument is that officials ‘opcinted on a career basis will most likely 
be recruited from the dominant social and wealthy groups within the 
state and will be loyal only to political leadcrshii) which e\idences 
the same political attitudes as thos * held by the permanent personnel. 
This belief became aln’ost an item of religious faitli on the part of the 
late Professor Harold J. Laski in England.^" His position was elaborated 
and documented by an American friend.^' A study of political conflict 
in a province of Canada has asserted that ‘‘top-line civil servants” re- 
sisted the policies of a radical par^^y the Cooperative Commonwealth 
Federation, when it gained political power. 

i“The point of view is devr],)ped in his Parlmrncnfary Government in England 
(New York: Viking, 1938j, Chap. VI. 

Donald Kingsley, Repiesentafive Bureaucracy: An Interpretation of the 
British CiiAl Service (Yellow Springs, Ohio: Antioeh Press, 1944). 

Seymour Mariin Lipset, Agrarian Socialism (Berkeley; University of California 
Press, 1950). 
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There have been stories from time to time that some permanent 
officials in the Federal government were less than enthusiastic about 
the New Deal policies of the 1930’s. Such reports have been especially 
current in those instances where there were fairly well-established 
career services, as in the State Department and in the Department of 
Agriculture, and where substantial policy changes were introduced 
after 1933. The alleged difficulties of administrative rigidity in so-called 
“old-line” agencies were used to justify the creation of many new agen- 
cies after 1933. In 1953 there were occasional reports of a supposed 
need for an extensive “house cleaning” of New Deal-minded bureau- 
crats from the government service. 

The author’s personal opinion is that, at least in .^o far as the United 
States is concerned, the fear of bureaucratic hostility to political leader- 
ship has been exaggerated. To be sure, civil servants by virtue of gov- 
ernment employment do not thereby cast aside their previous social 
and political attitudes, whatever these may have been. But the author’s 
experience has indicated that personnel procedures have for the most 
part brought persons of many different social backgrounds into the 
public service and that by and large the permanent service pretty 
well reflects the many different points of view of American society. 
For example, the requirement of geographical distribution of civil 
service appointments and Congressional dislike of educational qualifi- 
cations for public employment have tended to give a peculiarly wide- 
.spread social background to the public service. 

Moreover, the author has known numbers of highly ]>laced civil 
servants who were able to .subordinate their own political ideas and 
preferences to the leadership of the politically responsible officials. 
A number of the jnost eflcctivc administrative officials in government 
departments after 1933 had been in government service for many 
years and worked under very diflerent department heads. The author 
is equally certain that many top gove'riimc'iit servants in 1953 were 
quite ready to accept the political leadership of the Eisenhower ad- 
ministration. 

The point remains that a permanent eivil service must cultivate a 
tradition of loyalty to the political leadership of the day if it is to be 
worthy of permanent tenure. No other attitude is compatible with a 
free political society or with the ideal of political responsibility in 
administrative management. We may couple with this qualification the 


The careers of some of these have been recounted biographically in Arthur 
W. Macmahon and John D. Milhitt, Federal Administrators (New York: Columbia 
University Press, 1939). 
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further desirable attribute of basic loyalty to the fundamental tradi- 
tions of our own society. 

Political loyalty does not necessarily mean personal subservience. 
As one commentator has put it, “A subordinate s responsibility includes 
the obligation to tell his boss things which the latter may not want 
to hear.” The permanent official must give his best available advice 
to the politically responsible official, but he must also recognize that 
the decision in the end on crucial matters must be that of the political 
head, and the career official must do his best to make it effective. 

An episode during World War II well illustrated the desirable stand- 
ard of behavior. In planning for the shift of major military strength 
from the European theater of operations to the Pacific, the Army 
Service Forces, the transportation and supply agency of the War De- 
partment, prepared to move large numbers of troops and supplies. As 
head of the agency, and upon the advice of his staff. General Brehon 
Somervell recommended that the shift could be most economically and 
efficiently accomplished if troop transports and cargo ships loaded at 
several different European ports and sailed directly by way of the 
Panama and Suez Canals to their specified Pacific designations. Secre- 
tary of War Henry L. Stimson disappro’s^ed this recommendation in so 
far as troops were concerned. He decided that all soldiers who had 
served in Europe should be returned to the United Slates and have 
30- to 45-day furloughs bcdore proceeding to further inilitarv service 
in the Pacific. It was pointed out to the Secretary that American rail 
capacity for such a movement would be severely taxed and that it was 
doubtful if the Pacific ports of the United States could handle the 
volume of traffic nc'cessitated by this policy. The Secretary insisted 
that his decision stand, md General SomervcOI and his staff then 
loyally jiroceeded to do their best to carry it out, even though it 
meant sizable readjustments in pi ns. New and more drastic curtail- 
ment of civilian rail traffic had to be imposed. Fortunately, the sudden 
and unexpectt^d surrender of Japan occurred before the movement 
got well under way. 

But this incident represented the essentials of political responsibility: 
the careful presentation of plans by the career oi^crating staff, their 
modification by political leadership in the light of the broad considera- 
tion of values at stake in an operation, and the loyal acceptance and 
execution of the final political decision by the career officials. 

One of the difficulties in enforcing political responsibility in our 
system of government is the problem of deciding w^ho speaks politically 

George A. Graham, '‘E.ssentials of Responsibility ” in Fritz Morstein Marx, ed.. 
Elements of Public Administration (New York: Prentice-Hall, 1946), p. 517. 
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for the guidance of administrative management. We have suggested 
here that the department or agency head furnishes the political leader- 
ship for the career service. Within broad limits this is the generally 
X^revailing practice of American government. But administrative life is 
not always this clear-cut and definite. One student has written: “An 
administrative agency should be responsible to the legislature, but 
only through the chief executive, and primarily for broad issues of 
public xoolicy and general administrative X)erformance.” By this stand- 
ard it seems evident that the Army Cor^DS of Engineers has been an 
“irresxDonsible’' administrative agency in developing and executing pro- 
grams for flood control and navigation of the nation’s rivers. Presi- 
dential efforts to determine the xrrojects of primary need have been 
countered by legislative insistence upon authorizing projects on a 
more or less “logrolling” basis. In this process the Corps of Engineers 
has woi'ked closely with legislative committees to such an extent that 
it is possible to say that the Corps is responsible only to the Congress 
and not to the President. But rivers and harbors legislation in our 
Federal government is a jDeculiarly troublesome kind of legislation, 
and presidents of both Rexuiblican and Democratic persuasion have 
criticized in vain. The administrative agency, caught in a conflict of 
legislative and executive wills, has decided to work with the legisla- 
ture. And x^residents have not endeavored to use the full x>otver they 
have had to counter this situation because they, too, have decided to 
leave the final word in this field to the lecislature. 

When an administrative agency in our scheme of government finds 
itself involved in legislative-executive disxmte, it is not easy to fix the 
avenues of responsibility it shall observe. Under these circumstances 
there is considerable likelihood of administrative confusion. Sometimes 
an agency may eseax^e elfective x^olitical control altogether. Fortu- 
nately, these occurrences have not been too frequent or too widesi^read 
in our governmental history. 

There are at times certain excrescences in the exercise of political 
control which may make the lot of the civil servant difficult to bear. 
Our political x^raclices not only encourage legislative attack ui)on ad- 
ministrative officials, including the x^^^rmanent officials, but also permit 
individual members of the legislature to voice accusations about ad- 
ministrative misdoing with little proof and without the appro^’al of 
a majority of the legislature. Sometimes, moreover, legislators attack 
permanent officials rather than the political officials of the government 

Arthur Maass, Muddy Waters (Cambridge, Mass.: Harvard University Press, 
1951), p. 8. 

This is the thesis of the volume just cited. 
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on the grounds that the former offered the advice upon which action 
was taken. Occasionally it is charged that permanent officials did not 
properly inform the political head. All such accusations as these subject 
some administrative officials, especially those in an agency under gen- 
eral political attack, to considerable harassment. There is no counsel 
to offer in these circumstances except patience and the realization that 
in the long run these attacks air legitimate as well as unreasonable 
grievances. The unreasonable must be borne in order to ensure the 
legitimate criticism. 

The importance of political responsibility is not lessened by the fact 
that its enforcement may sometimes be obscured or its exercise com- 
plicated by executive-legislative conflict. The obligation to observ^e 
responsibility for administrative action still remains. 

InsUtutional Responsibility 

The second form of responsibility limiting the management of an 
administrative agency is resi}onsibiIity for the good name and con- 
tinued existence of the agency itself. In unusual circumstances manage- 
ment may be appointed to liquidate the work of an agency. Some 
activities of government do from time t(; time outlive their need and 
come to an end. Yet in most circumstances administrative agencies 
handle activities of a continuing nature. It is management’s task to 
keep the agency intact and to advance its sense of identity. 

In discussing the responsibilities of management in private enter- 
prise, Peter Drucker has given especial emphasis to responsibility for 
survival of the enterprise in the economy, including arranging for an 
■'adequate and orderly si: cession to jnanagement itself.”^® The same 
observation may be made about public administration. Management 
must provide to an entire organizr.tion a sense of concern for its con- 
tinued effective existence. When Pns does not occur, management au- 
thority is discounted, and harmonious working relationships are dis- 
rupted within an agency. 

All those who make up the personnel of an organization are quick 
to sense whether the management is “fighting their battles*' or whether 
those in charge appear to be moio concerned about themselves or a 
certain few. Personnel within an organization expect management to 
advance the general reputation and performance of the agency and to 

For a thoughtful discussion of this whole subject see David M. Levitan, ‘The 
Responsibihty of Administrative Officials in a Democratic Society,” Political Science 
Quarterly, vol. 61 (December, 1946), p. 562. 

20 Peter F. Drucker, The New Society (New York: Harper, 1949), p. 204. 
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worry about the welfare of its individual participants. In the absence 
of this sense of responsibility on the part of management, effective 
direction is apt to disintegrate. 

This sense of institutional responsibility has its evident weaknesses. 
For one thing, it may lead the management of a bureau, for example, 
to put highest value upon the welfare of that particular bureau. Man- 
agement above the bureau level then encounters strong resistance in 
making organizational changes or even in influencing new directions 
for the activities performed. Management responsibility for institu- 
tional well-being needs to manifest itself in the larger context of rela- 
tionships to other agencies concerned with similar or related services. 
Institutional identification often makes this larger sense of responsibil- 
ity particularly difficult to achieve. 

In addition, this sense of institutional responsibility makes it esi;)e- 
cially difficult for management to be objective in assessing its own 
performance and in acknowledging conditions which make all or part 
of its services no longer necessary. Just as Winston Churchill is sup- 
posed to have growled on one occasion that he did not become His 
Majesty’s first minister in order to preside over the liquidation of the 
British Empire, so many a bureau chief or even department head has 
avowed that he did not reach his particular position in order t(^ abolish 
his agency. It is too much to expect of either individual or group be- 
havior that an agency will gladly and willingly sign its own death 
warrant. It is this very sort of institutional loyalty which so often 
results in what appears to be bureaucratic inflexibility or obstinacy. 

The weaknesses arising from this sense of institutional responsibility, 
however, do not negate the importance of the basic obligation. The 
limitations of institutional loyalty constitute a challenge for manage- 
ment at higher levels to overcome. The fundamental responsibility still 
remains for management to protect and preserve the good name and 
the effective performance of an agency itself. 

Professional Res^wnsihility 

One of the major characteristics of our time is the growth of pro- 
fessions which use specialized knowledge and a peculiar technical pro 
ficiency to help solve practical problems. There was a time in the 
Middle Ages when there were only three i^rofessions recognized as 
such— theology, law, and medicine. Today this number has been en- 
larged to embrace many different fields, such as engineering, account- 
ing, business management, dentistry, forestry, education, the sciences, 
journalism, agriculture, pharmacy, nirrsing, social work, and veterinary 
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medicine. Military leadership is a profession. New professions are 
constantly in the process of development, or at least new groups are 
constantly claiming professional recognition. 

An important element of a profession is a standard of ethical con- 
duct to guide its utilization of knowledge and technical skill. An 
emerging group does not gain full professional status until it has formu- 
lated and accepted a code of ethics. We see evidence of the importance 
attached to this ethical standard every time we watch newly graduated 
doctors with their M.D. degrees swearing to the Hippocratic oath. 
Some professions use the power of government to license and enforce 
professional standards of competence and right conduct. 

The public service of government has felt the impact of this growing 
professionalization within our society. Satisfactory public service in- 
creasingly depemds upon public employees with professional compe- 
tence. Moreover, there have been special movements to professionalize 
some administrative officials of government upon the basis of the 
peculiar work they do, such as the police, firemen, city managers, 
assessors, finance officers, school administrators, planning officers, hous- 
ing officers, public-welfare officials, public works officials, and others. 

As more and more professionalization occurs within the public serv- 
ice, the more important does the professional code of ethics become 
as an element of individual lesponsibility. Each government official 
who enjoys professional status and recognition does by that very fact 
acknowledge some code of proper conduct binding upon him. The 
individual is responsible first of all to himself, to his own conscience, 
for the observation of that professional code. lie is also responsible to 
all his fellow members the profession for his standard of personal 
conduct. Ill certain extreme cases the professions themselves discipline 
a person who violates their stand. *rd of ethical conduct. 

There has been some controversy in the literature c»f public admin- 
istration about the importance of this sense of professional responsibil- 
ity as it may operate in the public service. There are some persons 
who attach great importance to professional resx)Onsibility, going even 
so far as to insist that this may be the most important element of 
responsibility in bureaucracy.-^ OtUvrs have scoffed at the whole idea 

21 Professor Carl J. Friedrir-h has been a principal proponent of this point of 
\iew. Sec his volume with Taylor Cole, Refrponsihic Burcaticracy: A Study of the 
Swiss Civil Service (Cambridge, Mass.: Harvard University Press, 1932), and his 
Constitutional Government and Democracy (New York: Harper, 1937), Chap. 19. 
See also Reinhard Bendix, “Bureancracy and the Problem of Power,” Public Ad- 
ministration Review, vol. 5 t Summer, 1945), p. 194. 
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of professional responsibility, or at least have been inclined to fear 
too heavy a reliance upon its eflBcacy.^^ 

The author is inclined to give considerable weight to the importance 
of a sense of professional responsibility enforced by the individual 
conscience of the professional public servant. To be sure, this sense 
of responsibility cannot be the sole reliance of a democratic society. 
Indeed, we might argue that only in a free society can such a sense 
of individual resj^onsibility be operative. But there are limits of be- 
havior acceptable to the code of ethics of a professionally educated 
and experienced person. These limits do provide a practical guide to 
conduct, and enforce action which may fairly be described as respon- 
sible behavior. 

Management of the public service is not in and of itself necessarily 
a profession, although a substantial number of the persons who are 
promoted to positions of managerial authority have had some par- 
ticular professional education and experience. This background helps 
to instill a standard of right conduct which carries over into the 
exercise of management authority, and places limits upon that exer- 
cise. This must surely be described as an element of responsible ad- 
ministration. 

We have omitted the factor of legal responsibility here because this 
form of accountability is more negative than positive in eflfict. The 
standard of conduct which our courts enforce is the norm of legality. 
The decision of management oflBcials may ordinarily be brought to 
question in a court of law if there is reason to believe that manage- 
ment in the public service has acted outside its scope of authority, 
that is, has acted illegally. If the discretion of management falls within 
the reasonable interpretation of authority vested! in that management, 
then our courts ordinarily do not pass any further judgment. This legal 
responsibility is a necessary control of administration, but it is less 
important for our purposes here. 

In general, then, the exercise of management authority entails at 
least three different elements of responsibility which limit its scope. 
One of these is political responsibility enforced by a system of political 
controls arising out of the i^olitical conflicts and decisions of our so- 
ciety. The second is a sense of institutional responsibility enforced by 
the interna] human concern for the continued effective performance 
of an administrative agency. The third is a sense of professional re- 

Set*, for t*xainplc, Herman Finer, ‘'Administrative Responsibility in Democratic 
Government,” Public Administration Review, vol. 1 (Summer, 1941), p. 335; and 
Marshall Diinock, “Bureaucracy Self-examined,” Public Administration Review, 
vol. 4 (Summer, 1944), p 197. 
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sponsibility enforced by the individual conscience of management per- 
sonnel about what constitutes ethically acceptable conduct in the 
light of one's professional education and experience. All three of these 
are important elements of management responsibility which go along 
hand in hand with the exercise of management authority, 

THE TASKS OF MANAGEMENT 

At the outset of this chapter wc defined the duties of management 
as directing and facilitating the work of people organized in formal 
groups to achieve some defined purpose. It is time now to be some- 
what more specific about the actual work of management. 

The range of management activities may be divided for discussion 
purposes into two broad categories. There is no commonly accepted 
label or designation for these two categories, and so we shall call 
them the “substantive, or peculiar, problems” of management and the 
“technical, or common, problems” of management. The' distinction 
between the two is of basic importance. 

The substantive loroblems of management arc peculiar to each indi- 
vidual administrative agency. I'he work of a police department in- 
volves special concerns with traffic control, the protection of persons 
and prop(H‘ty, the apprehension of persons accused of crime, the pre- 
vention of crime, and certain other duties. Management groups within 
a police department are accordingly expected to be specialists in the 
substantive aspects of this work. The Department of the Army is 
expected to organize, train, su])ply, and direct troop units capable of 
defending our country against attack in any territorial sphere of na- 
tional concern. A state d purlment of health is expected to establish 
and supervise programs to control communicable disease, to prevent 
serious illness, and to care for certain special types of ill health, A 
county welfare service is expect( d to provide public assistance to 
families without iiieoiiie sufficient to meet their basic needs. In every 
one of these instances the management of the agency mentioned 
must give careful attention to the peculiar problems which must be 
met in carrying ont its paitieular service. 

Thus the snbslantiv e problems of management in the public service 
are the problems of policy and procedure entailed in carrying out any 
given activity of government. The range of ihtse substantive prob- 
lems is just as great as the range of work done by government. Tlie 
range of the substantive problems confronting the management of any 
one government agency is just as great as tlie service assigned to 
that agency. Ordinarily the substantive problems of one agency will 
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be very different from those of another agency. The management 
of a local school system involves work very different from the manage- 
ment of a local public works department. The management of a state 
road department involves work very different from that of a state 
alcoholic-beverage control board. The management of the Depart- 
ment of Agriculture in the Federal government involves work very 
different from that of the Treasury Department. 

It is in this sense that we may say that the substantive problems of 
an administrative agency are peculiar to the nature of the service it 
renders. And it must be emphasized that the work of management 
is to direct and facilitate the performance oi the people engaged in 
carrying out one of these government services. Management has sub- 
stance, and the substance is inherent in the peculiar nature of any 
given activity. 

The author would even go so far as to say that the really important, 
vital problems of management are the substantive problems. In order 
to understand these i3roblems we must study public health; or military 
strategy, tactics, and logistics; or civil engineering; or social work; or 
public finance and tax-collection methods. Each of these subjects em- 
braces special knowledge of considerable complexity. Each can be 
mastered only alter careful study and continued experience. The man- 
agement of any one of these activities must accordingly have or ac- 
quire some mastery of the substantive knowledge of the field. This 
is the very essence of management. 

But management goes beyond these substantive fields of knowl- 
edge and practice to embrace another range of firoblems, the ]Drob- 
Icms which we may call “technical” in nature and which are common 
to all large-scale organization. It is this second category, the common 
problems of management, which constitute the special concern of this 
volume. The common problems of management can be studied in 
many different agencies regardless of the peculiar nature of the work 
they do. The common problems of management make up the special 
body of knowledge which we may label the technical “know-how” of 
large-scale administration. 

A systematic formulation of these common, or technical, problems 
of management was attempted a jiumber of years ago by Luther 
Gulick. In answering the question “What is the work of the chief 
executive?’ Gulick replied: POSDCORB.^'^ This was a manufactured 
word, the letters of which stood for the following words: Planning, 

Lutlicr H. Gulick, *"Nolcs on the Theory of Organization,” in Luther H. Gulick 
and L. Urwick, eds., Papers on the Science of Administration (New York: Institute 
of Public Administi-ation, 1937), p. 13. 
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Organizing, StaflBng, Directing, Coordinating, Reporting, and Budget- 
ing. These seven words, according to Gulick, expressed the major 
duties of the chief executive in an administrative enterprise. 

Gulick did not draw the clear distinction suggested here between 
the substantive and technical phases of management. In fact, how- 
ever, he was discussing the technical phases, without in any way in- 
tending to deny or belittle the substantive phases. Moreover, Gulick 
used the expression "chief executive,’’ although the term "chief ad- 
ministrator” or even "management” seems preferable. In any discus- 
sion of government structure and administration, the term "chief exec- 
utive” must be reserved for the person in whom the executive power 
of government is vested by the basic constitution or charter of govern- 
ment. The powers and duties of the chief executive range far beyond 
the scope of management authority. Furthermore, the word "manage- 
ment” is preferable to "chief administrator” because, as we have noted 
earlier, management is a collective group in any large-scale organiza- 
tion. 

Although the formulation POSDCORB is suggestive in indicating 
the range of the technical aspects of management, it seems that today 
a more adequate formulation can be devised. Accordingly, in this vol- 
ume the technical phases of management in the public service will 
be thought of as embracing this threefold division: 

1. The conunon problems of work direction. 

2. The common problems of work op#^ration. 

3. The common problems of internal services. 

These divisions are the titles of the major parts of this volume. The 
content of each one of ti cse major phases in the technical work of 
management will be discussed in the chapters which follow. It may 
be helpful, however, at this point to indicate briefly the reasons for 
this threefold classification. 

The Common Problems of Work Direction 

The first great task in the management of any enterprise is to 
provide a set of purposes or objectives for the administrative enter- 
prise. This is essential to the very existence of group effort in a formal 
organization. In confronting this task, management faces a number of 
common problems, regardless of the substantive nature of the work 
performed. Direction is provided through leadership, supplemented 
by more or less formalized processes of planning. Once purposes or 
goals for administrative effort have been determined, these must be 
communicated to subordinate levels of administrative structure. Com- 
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munication is followed by supervision, to determine that the goals are 
being achieved more or less as planned. And the whole process of 
providing direction to administrative effort involves a complex of ex- 
ternal relationships, especially with the interest groups and the public 
which is concerned with the work of a government agency. Public 
relations is hence an important phase of the management task of giv- 
ing direction to administrative activit>^ 

The Common Problems of Work Operation 

But the work of management is not completed merely by providing 
direction to an administrative agency. The entire process of realizing 
the desired goals raises a number of common problems of operation. 
These are also a concern of management. Work processes must be 
organized if persons in an agency are to specialize in their endeavors. 
TJie magnitude of all work effort must be budgeted, and these fiscal 
limitations enforced by means of necessary fiscal controls. Constant 
attention must be given to increased efficiency in operations, that is, 
to management improvement. The peoiffe required to perform the 
work must be recruited, trained, paid, and perhaps disciplined, klence, 
all the ramifications of personnel policy and program arc another 
task of managemeiit. In the public service, moreover, all work must 
proceed in tcTins of careful review of legal authority and of inquired 
legal procedures. The availability of competent and adequate legal 
advice is another common management problem in operating ad- 
m in istrative agencies. 

The Common Problems of Internal Services 

In the third place, in order to carry on any organized group effort, 
there are certain common problems of internal services, or of internal 
“honse^kceping’’ which management must oversee. Physical plant must 
be built, maintained, and operated. Necessary supplies must be pur- 
chased, stored, and issued. Communication and transportation facili- 
tit\s must be provided. Required records must be kept. Management 
can expect the substantive work of an agency to be accomplished only 
if these auxiliary services arc properly performed. 

These three sets of problems just outlined indicate the common, 
or technical, aspects of administrative management. To be sure, in 
practice it is not always easy or necessary to draw hard and fast 
distinctions between these various phases of management activity. 
But separate identification and discussion are necessary if we are to 
understand and to evaluate the technical competence of management 
as it conducts the administrative work of government. 
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CHAPTER 2 Leadership 


The first task of management in the public service is to provide leader- 
ship, to guide and direct the work of the group as a whole toward 
desired objectives. Leadership is often thought of as being j^rimarily 
personal in character, as being founded upon individual preeminence 
or accomplishment in a particular field of endeavor. Superior strength, 
superior cunning, sujDerior intelligence, superior knowledge, superior 
determination— any or all of these may be means to the attainment of 
leadership. We are interested here, however, in the qualities of leader- 
ship in an organizational setting which arc required after the status 
of command has becai achieved. How does leadership demonstrate 
itself in action and how does it build the acceptance necessary to its 
effective continuation? 

To be sure, the personality qualifications of leadership are vitally 
important. Many persons have at various times written about the 
attributes of personality which in their observation and belief make 
for successful leadership.^ From these discussions it is possible to draw 
up a composite list of characterisiLics which are usually to be found 
in leaders: 

1 . Good health, personal energy, and physical endurance. 

2. A sense of mission, a sense of personal commitment to a cause or pur- 
pose, enthusiasm, self-confidence. 

1 Among other?, the author has found following volumes helpful in discussing 
the personality tharactcristics of leadcrshi^^: Ordway Tead, The Art of Leadership 
(New York: McChaw-Hill, 1935); Chester I. Barnard, The Functions of the 
Executive (Cambridge, Mass Harvard Uni\'ersity Press, 1938) and Organization 
and Management: Selected Papers (Cambridge, Mass.: Harvard University Press, 
1948); T. N. Whitehead, Leadership in a Democratic Society (Cambridge, Mass.; 
Harva^^d University Press, 1936); Marshall E. Dimock, The Executive in Action 
(New York: Harper, 19451; and General Sir Archibald Wavell, Generals and Gen- 
eralship (New York: Macmillan, 1942). 
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3. Interest in other people, a sense of friendliness, a concern for others. 

4. Intelligence (not necessarily profound knowledge about detailed or 
highly specialized matters but good common sense), a ready or quick fa- 
cility to comprehend the essential elements of necessary information, and 
the capacity to use knowledge. 

5. Integrity, a sense of moral duty and of fairness, willingness to share 
achievement the capacity to set standards of personal and official conduct 
which will command the respect of others. 

6. Persuasiveness, the capacity to win others to acceptance of the point of 
view embodied in decisions. 

7. Judgment, the capacity to know the strengths and the weaknesses of 
the peoi)le one works with and how to obtain their maximum usefulness to 
an organization. 

8. Loyalty, devotion to a cause and also to the persons witli whom one 
works, a willingness to defend the group against external attack. 

Unquestionably these characteristics are desirable in those indi- 
viduals who rise to positions of administrative leadership. Such per- 
sonal attributes are usually a major consideration in the minds of those 
who select individuals to be leaders, and these qualities will usually be 
fomtd in varying degree in those who achieve a reputation as admin- 
istrative leaders. Yet it is not enough to think of leadership only in 
these personal terms, important as they are. If we are to unflerstand 
the conditions and circumstances of elFective leadership in organized 
groups such as the adniiiiistrativc agencies of government, we must 
broaden our point of view. 

The record of leadership in a group depends upon certain condi 
tions over which the individual, no matter how formidable his official 
power or auth()rity^ cannot personally exercise control. Leadership is 
ol ten made or l.)roken by circumstanc^e. The recent political history of 
the United States alfords an obvious and simple illustration. It would 
seem safe to say that had Herbert Hoover been President of the United 
States during the 1920s instead of Harding or Coolidge, he would 
have the general re])ulatioii of being a successlul political and admin- 
istrative leader. Under the depression conditions of 1929 to 1933, much 
as he endeavored to initiate action to halt the downward trend of 
industrial production, employment, and national income, Hoover 
could not change the course of events. His common reputation was 
thus one of failure, and only gradually with the passing years have 
many persons come to realize that this reputation was not altogether 
fair. “Success*' in administrative leadership, as in political leadership, 
depends in part upon conditions which the individual does not make. 
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The leader in any enterprise can but make the most of the events and 
forces which surround his effort He is scarcely ever a “free agent” 
in charting his own course of action or in leading the group of which 
he is a part 

This observation might appear as a counsel of despair. It suggests 
that men are but creatures of a deterministic or materialistic world 
and must either adjust completely to their environment or perish. It 
suggests that there is no place for “free will,” for personal determina- 
tion and conviction in society. It suggests that rational behavior moti- 
vated by the determination of desired goals and the calculation of 
means designed to achieve those goals has no part in the life of social 
institutions. I do not believe this. But I do believe that there are cer- 
tain limits within which individual choice and rationality operate. 

The conditions which circumscribe the leadership of social groupings 
have been thoughtfully outlined by T. N. Whitehead. - Professor White- 
head was thinking primarily about industrial companies and he was 
writing mostly for corporation executives and students of Imsiucss ad- 
ministiation. But the process of social growth and change which he 
presented is also applicable to government administration, as well as 
to great agencies like churches and universities and labor unions, and 
even to primitive societies. Whitehead noted six phases in the process 
of leadership: 

1. The leader shares with his group a profound loyally to the tt'chnical 
procedures by which they prosecute their purposeful tasks. These procedures 
are their *‘way of life.” 

2. The leader is trusted as one who has unusual skill in these technical 
procedures. He is the guardum ot the social customs and in these matters his 
word is final. 

3. The leader, being genuinely a r m of intelligence, obtains an unusual 
insight into the causal relations invn'ved in his procedures. He begins to 
reflect upon his technical actions and on the behavior of the material be 
operates upon. 

4. He continues in his traditional procedures, but less because of society’s 
sanction and more because he sees the '‘reason why. ’ He has partly shifted 
the grounds for his pattern of behavmr. unnoticed by himself and by the 
group. 

5. Sooner or later, the leader, in his semiralional reveries and reflections, 
stumbles on a technical improvement. He adopts tliis without misgiving 
because the group has accorded him the right to make decisions in technical 
matters. 


2 Whitehead, op. cit., pp. 72-73. 
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6. The group follow their leader and adopt the improved process without 
question; the leader is the right man to show the way, and the group's 
lesser but real insights with respect to their procedures dimly indicate the 
underlying logic. 

What T. N. Whitehead has observed is that social change— that is, 
alteration in the beliefs and institutional behavior of groups of peo- 
ple— comes only slowly; natural disasters like flood and earthquake, 
external forces like invasion and military defeat, internal social pres- 
sures such as economic depression may induce persons to lose con- 
fidence in their existing social arrangements. They may then want 
change and even want it rapidly. Otherwise, .ilteration in commonly 
accepted practices of making goods and providing services comes 
slowly and emerges as a few individuals perceive the desirability of 
change and are able to persuade others to follow their lead. 

Leadership in an administrative agency is circumscribed by the 
conditions in society which foster rapid or moderate change. There 
is still a role for the individual who belongs in that group which 
Arnold Toynbee has called the "creative minority" of a society. Indi- 
vidual endeavor and determination can make a difference in any so- 
ciety, and so can the absence of these qualities. But the power of the 
individual to influence the action and thought of other persons is sub- 
ject to limitations inherent in the character of social institutions. The 
administrative leader needs to understand this condition of his leader- 
ship. 

We have aU heard it said at one time or another that the essence 
of leadership is to find out w^hich way the mob is going and then to 
get out in front. Such a statement is merely an amusing way of ex- 
pressing the cynicism that man cannot influence his own social en- 
vironment. But there is more to leadership than merely expressing the 
immediate and current sentiments of those who compose any social 
group, such as those who make up the personnel of an administrative 
agency. That "somethin g more" is the essence of leadership. It is the 
capacity to set new goals, to hold forth new and loftier e^xpectations 
for the group, to embody moral and spiritual aspirations. This capacity 
to show the group its nobler j)otentialities is the greatest challenge 
to the administrative leader. 

This may be an appropriate point to pause in our discussion for a 
moment to comment specifically about the importance of integrity in 
the public service. This is a subject which has received a good deal 
of comment in recent times.® Leadership must set the moral tone for 

^ See, for example, Ethical Standards in Government y Report of a Subcommittee 
of tlie Senate Committee on Labor and Public Welfare, S2d Congress, 1st sess., 
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the behavior of a group. An administrative leader cannot preach one 
standard of conduct and exemplify another in practice. It will be his 
personal behavior and not his exhortation which will be emulated. 
Accordingly, if high moral tone is to characterize the conduct of an 
administrate e agency as a whole, it must first characterize the be- 
havior of its leadership. 

It is not possible here to undertake a history of the morals of public 
service in the United States, or to examine the social factors which 
exalt and depress moral behavior by the individual. These are both 
important subjects of inquiry but far too broad for us to examine in 
this volume. Suffice it to say that the morals of public service are 
closely related to those of the times and of the society in which tlie 
public serxicc operates. Nonetheless, the author would emphasize as 
stiongly as x^ossible the importance of moral integrity in government 
and would point out how easy it is to compromise a high standaid 
of individual behavior. Corruption within the public service seems to 
be far less prevalent today than in times i^ast. This at least is what 
the author would conclude from histories of earlier times and from 
personal observation. All citizens should be concerned to see that such 
progress is maintained, and any lapse properly condemned. 

Corruption may take several forms; personal graft or receipt of 
money for favors rendered; tlie appointment of individuals to public 
service with an understanding of favors to be rendered the api^ointing 
officer or sponsor; and the determination of decisions which give spe- 
cial privilege to certain individuals in expectation of future benefits. 
In the public service the temptation to some form of corruption is apt 
to be great. But fortunately ‘ver a period of time any actual corniption 
is fairl)" certain to become public knowledge and to result in both 
political and personal grief. Mort'c ver, for the individual, long-run 
liersonal satisfaction is to be found only in morally correct behavior; 
this truth is oiu3 that the intelligence and traditions of our Western 
society have long taught. 

THE POLITICAL CONDITIONS OF LEADLRSHIP 

The essential circumstances of leadership are twofold; political and 
institutional. By the political conditions of administrative leadership 

1951; Piiul ?L Api^lehy, Morality and Administration in Democratic Government 
(Baton Rouge: LouLSuma St itc University Press, 1952 b George A. Graham, 
Morality in American Politics (New York: Random House, 1952); and Paul H. 
Douglas, Ethics in Government (Cambridge, Mass.: Harvard University Press, 
1952). 
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we mean the need to be responsive to external political direction and 
control. In the public service of a democratic society this responsive- 
ness is a major factor in the exercise of administrative leadership. By 
the institutional conditions of leadership we mean the need to be 
responsive to the requirements of internal operation, of keeping an ad- 
ministrative agency in actual running order. Again it may be useful 
to remind ourselves that leadership, like management, depends upon 
more than one person. In government organization only a few persons 
hold rank as administrative leaders in the narrow sense of the term, 
in the sense of being department head, bureau chief, division chief, 
section supervisor, or field-office director. But administrative leader- 
ship in practice is exercised by all the key ]3ersons in the administra- 
tor’s staff who collectively comprise management.^ The leadership we 
are discussing here is vested in a number of persons, not just in a 
single individual at a particular level of an administrative hierarchy. 

In any discussion of public administration there is one observation 
which will stand repetition many times. The administrative agencies 
of government in the United States must necessarily reflect the politi- 
cal attitudes and traditions of our country as well as operate within 
the framework of our governmental structure. We have already em- 
phasized that a sense of political responsibility is a primary prereq- 
uisite of administrative management in our public service. It is in#the 
process of exercising its leadership function that management demon- 
strates its awareness of the political factors of public service. 

When we come to discuss later the personnel aspects of manage- 
ment, we shall consider the question about the number of positions 
in a department or agency which ought to be subject to political 
appointment in ordc^r to ensure proper political responsibility and 
desirable political leadership. This is not the issue we art^ concerned 
with here. Our present interest is in the ability to respond aflirmatively 
to external political direction and control regardless of whether leaders 
are appointed as political or merit selections. 

The vital ingredients of political responsi\eness ha\'e been elo- 
quently summarized by Chester Barnard: 

The author was impressed during the war by an article ot Colonel James W. 
Bellah, t})e popular author as well as Aimy offirer, expressing the desirable per- 
sonal characteristics of a .staff officer. He listed sc\Tn tenets, as he called them, 
as follows: (1) know the whole picture, (2) help the otliers on the staff and the 
operating people to do tlicir jobs, (3) watch your mannrr.s, (4) watch your nerves, 
(5) conskh'r tlie low-ranking, (6) work the clock around, and (7) be cheerful. 
James W. Bellah, “Staff Officer/' Infantry Journal, \ol. 55 (August, 1944), p. 43. 

6 Chester I. Barnard, “Dilemmas of Leadership in the Democratic Process,” 
Organization and Management: Selected Papers (Cambridge, Mass.: Harvard Uni- 
versity Press, 1948), p. 50. 
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The democratic process either in government or in innumerable other 
organizations in which it may be used, depends upon leaders strong enough 
to maintain their ambition under its perplexities, patient to endure its re- 
straints, proud to be foremost among the free, humbly loyal to the humble, 
wise enough to seek service above the illusions of power and the futilities of 
fame, willing to be briefly spent in the long span of marching events. 

Paul Appleby has described the political aspects of administrative 
leadership in still a different way.® First, the administrator must be 
able to handle administrative problems in their larger and broader 
terms, seeing public policy in tens of tliousands of different actions 
and relating these to each other in terms of public and governmental 
interests. Second, the administrator must have a “governmental sense,” 
able to comprehend the public interest in a problem and to make 
that interest his first consideration. Tliird, he must have a “political 
sense,” understanding the necessity for governmental officials and 
governmental actions to be exposed continually to public comment 
and criticism. Management in the public service must have the ability 
to anticipate popular reaction, to act swiftly to introduce minor ad- 
justments which will relieve public irritability, and to sense major 
political shifts of ojDinion in an early stage of development and so 
gradually to modify administrative jnograms accordingly. 

The comments of both Barnard and Appleby emphasize factors of 
political circumstance which administrative leadership must heed. In 
the exercise of it:; leadership role management must be skillfully at- 
tuned to the popular aspirations and desires of the times. It must trans- 
late this comprc*hension into specific decisions and direction for the 
entire organization. Of course, management docs not necessarily have 
to behave like an isolated tree whieh bows in wliatcver direction the 
wind may come at the moment. But management must endeavor to 
uiidersland currents of popular ideas, and while endeavoring to in- 
form or modify those ideas, it must acknowledge their eixisteiice and 
eneleavor to accommodate their demands within some degree. 

In the second place, management in the public service must ac- 
knowledge the vitality of t)e}pular institution^ and have a gencTal faith 
in popular values. Such an attitude must be evident in discussions as 
well as in decisions. Democratic leadership places importance in 
people, in the people wdio are served by the work of an agency. It 
is therefore constantly concerned about the impact of an agency's 
work upoii the lives and fortunes of individual persons. 

In the third place, iiianagcment as leadership must demonstrate a 

®Paul H. Appleby, Big Democracy (New York: Knopf, 1945), p. 43. 
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respect for the processes of government by which our democracy 
operates. It is easy to be highly critical of our popular institutions, as 
we have remarked earlier. Some legislators who get elected to public 
office seem to embody the less attractive rather than the laudable qual- 
ities of our immediate neighbors and friends. Some chief executives 
seem to give undue attention to the most vocal, rather than to the 
most thoughtful groups of our society. The antics some persons in- 
dulge in for the sake of popular appeal or notoriety, the practice of 
broadcasting unfair and exaggerated criticism of other persons in 
order to attract i)oliiical attention— these and other aspects of Ameri- 
can public life may seem exasperating and even disillusioning. But in 
exercising its leadership management must learn how to surmount 
these difficulties while at the same time keeping an administrative 
agency working together with a high degree of common spirit. 

Two persons with experience in the administrative work of the 
Federal government have provided an amusing and at the same time 
instructive little account of the various stages in the psycliological 
development of the administrative leader."^ The first stage is that of 
the “eager neophyte.” At this stage the individual is a man with a 
mission, who knows that good reasons explained to rational people 
will soon untangle any administrative mess and that fresh blood will 
soon arouse new^ enthusiasm and lead to a great new outburst of ad- 
ministrative accomplishment. This is followed by the second stage, 
that of the “polyp,” who has learned his lesson. No longer is the ad- 
ministrator going to get ulcers, no longer is he going to have sleepless 
nights, no longer is he going to worry because nothing gets done. 
The polyp is content to produce a little grain of coral as a full day’s 
work and does not ask questions about the “general sche?ne of things.” 
This is followed by the third stage, that of the “baited bull.” The 
accumulated frustration of obstacles and then of do-nothing erupt in 
an outburst of denunciation and recrimination. Now^ the administrator 
inveighs against “politics” and the misrepresentations of those who 
oppose him; he impugns the honesty and motives of all w^ho stand 
in his way. Then finally this stage subsides, too, and the administrator 
arrives in that fourth and final stage of the “elder statesman.” Now 
he sees that the eagerness of the neophyte has its administrative use- 
fulness, that the polyp “contributes the art of the possible,” and that 
the baited bull has demonstrated the need for hard attack at certain 
points in an operation. All these approaches to administrative prob- 
lems can be combined into a grand strategy of operation. When the 

^ James A. Perkins and Robert E. Sessions, "Advice to the Eager Neophyte,” 
Public Administration Review, vol. 11 (Summer, 1951), p. 187. 
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administrator has arrived at this stage in his career, his leadership in 
the political arena of public service takes on the characteristics of an 
elder statesman. 

It is not an easy task to exercise administrative leadership in the 
public service. The pressures and demands from many different sides 
are great, and only some of them can be withstood over a period of 
time. But the faith of democracy as a form of government is the con- 
viction that in the long run the popular will is also the desirable, the 
“right,” will. It is this kind of political conviction which administrative 
leadership must make effective in the everyday work of the public 
service. The translation of political circumstances into operating pro- 
grams is then one of the primary tasks of administrative management 
in fulfilling its leadership role. 

THE INSTITUTIONAL CONDITIONS OF LEADERSHIP 

Management leadership must also fulfill four vital conditions neces- 
sary to the institutional well-being of an administrative agency. These 
four essentials of leadership are: 

1. The ability to see an enterprise as a whole. 

2. The ability to make decisions. 

3. The ability to delegate authority. 

4. The ability to command loyalty. 

The Generalist 

The administrator of an enterprise is different in one important 
respect from his subordinate administrative heads and from many of 
his staff associates. He is a specialist only in the purpose of the organi- 
zation as a whole. The administrator, then, is often spoken of as a 
“generalist.” Indeed, there is an anci< nt witticism which says that an 
administrator is a person who gets to know less and less about more 
and more until eventually he arrives at that happy state where he 
knows nothing about everything. Like most proverbs of this sort, it 
has just enough truth in it to make a ii^rson uncomfortable. 

But since specialization of work is the very foundation stone of 
modem life in organized groups, it uievitable that most persons 
in an administrative agency see their task in the narrow perspective 
of their particularly assigned duty. And this tendency continues as one 
rises to each successive level in an administrative hierarchy; the scope 
of the work assigned may broaden but the point of view^ is still no 
greater than the particular jurisdiction of effort a person administers. 
Thus in the United States Forest Service a man may start out as a 
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ranger assigned to a special area or a special task such as supervising 
tree cutting. Later he may be the ranger in charge of a whole national 
forest. Still later he may administer a whole region, or even become 
chief forester for the entire Service. But even in this last position his 
world is still just that of the interests of the Forest Service; it is not 
as broad as government land management as a whole. Moreover, the 
staff specialists who work with an administrator and who collectively 
constitute the management of an enterprise are usually concerned with 
only a particular phase of the agency’s work. Without great effort on 
his part, the staff specialist does not see the agency as a whole. 

The administrator as leader must serve as symbol of a united effort. 
In its external relationships, leadership represents an agency in all its 
separate parts. Leadership endeavors not to play favorites among the 
specialized groups internally, and hence does not speak externally for 
the parts but for the whole. This role of symbolizing the entire job 
is one of the major challenges of administrative leadership. 

At all times and in every way possible the administrator emphasizes 
the common purpose which unites the efforts of an administrative 
group. He must serve as the unifier of the whole, must endeavor to 
make the common purpose not just the sum total of the parts but 
rather the guiding light of the constituent specializations. The very 
nature of organization requires this element of leadership. If the ad- 
ministrator does not comprehend the common purpose, if he cannot 
effectively communicate this purpose to all tlu* specialized parts, and 
if he does not direct the efforts of all in tenns of this common objec- 
tive, then leadership has failed, and an administrative organization as 
a whole goes along as the individual specialists desire, held together 
only vaguely by tradition and routine long repeated. Leadership can 
provide the unifying sense of purpose which infuses the energies of 
all parts of a great administrative endeavor into a common purpose 
and achievement. 

Decision Making 

The fine art of how and why to make decisions has attracted a good 
deal of interest in recent years among students of administrative 
behavior. Certainly an essential function of leadership is to make 
decisions. The need for direction in an administrative agency suggests 
that there are choices to be made. Leadership must make these 
choices, must be decisive. 

Any one who has observed personal behavior analytically over a 
period of time, or who has had much experience in administrative 
organizations, knows that some people are blessed with the ability 
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to make decisions and that others are not. Decision making is a serious 
business, and there are many persons who find the task of choice too 
burdensome to carry. For decision making carries with it always the 
possibility of mistake, and it is not easy in life to rectify the errors 
one makes. 

There is no such thing as certainty, the “sure thing,'* in decision 
making. Administrative leadership must make choices in the light of 
the best available information and a due weighing of the probable 
results from the alternatives of action. Decisions must be made vvith 
a due consideration of the advice of associates and trusted counselors, 
and they must be made with respect for one’s moral judgment. But 
leadership means making decisions when they must be made, without 
delay, and with a full sense of responsibility for the results. Manage- 
ment is impossible without the capacity and the willingness to decide. 

Human knowledge has not yet arrived at such a complete state of 
existence that it can be made the basis of all administrative or other 
decisions. To he sure, human knowledge has grown substantially in 
recent years, and more and more its power to predict the course of 
a given sequence of exTuts has increased. But the administrator cannot 
rely just upon knowledge to guide his choices, nor can he wait until 
knowledge catches up with his current problems. The capacity to be 
decisive is not necessarily the result of the extent of one's knowledge. 

Indeed, it has been common experience that the “intellectual," the 
person with great depth of specialized knowledge, is often a very poor 
administrator because he lacks the capacity to make decisions. Bar- 
nard has analyzed the “limitations of the intellcctuar’ as threefold: 
he may be irresponsible (ah-^en^^ minded and nonpunctual), he may 
Ijc nondecisive (ultracarefiil or ultrajudicial in his examination of a 
problem, seeing so many aspects of it and so many possible conse- 
quences of a particular action that he cannot make up his own mind), 
and he may be nonpersiiasive (“queer," uninterested in people).® 

It is easy to exaggerate the scope of the choices which administra- 
tive leadership may make. Barnard has especially emphasized this 
point by such declarations as: “There is no principle of executive 
conduct better established in good organizations than that orders 
will not be issued which cannot or whi not be obeyed." ° Additional 
limitations have been described in these words: “The fine art of exec- 
utive decision consists in not deciding questions that are not now 
pertinent, in not making decisions that cannot be made effective, 

® Barnard, Organization and Management, p. 98. 

® Barnard, The Functions of the Executive, p. 167. 
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and in not making decisions that others should make.” Others have 
noted that an executive appointed to lead an administrative agency 
already in existence can have an impact upon the agency only over 
a period of time. Decisions made at the top of an adininistiative 
agency take time to translate into effective action. A whole environ- 
ment must be built up which is conducive to the execution of par- 
ticular choices. Moreover, in terms of immediate and current issues, 
if a top administrator undertakes personally to decide too many of 
these, he will be swamped with work which precludes his giving ade- 
quate attention to long-term goals or to external relations. 

There are also certain personal considcratiojis which limit choice 
in making decisions. Concern for personal prestige and status, the 
desire for economic security, the extent of one's knowledge, a personal 
sympathy or predilection toward p)articular groups and ideas, the 
degree of trust in one’s advisers and associates- all these factors inter- 
act in the decision-making process.^- It is difficult for an individual 
in top management, whether he be the officially designated admin- 
istrator or an assistant, to free himself from the complex of ideas and 
attitudes which make up his personality. Any one who has worked 
in an organized group knows that there are certain persons who have 
a predilection for a conservative, cautious approach to every decision, 
while there are others who have a more venturesome, cxperintental 
inclination. These personality inclinations invariably affect decision 
making, providing certain limits within which choices are resolved. 

If we are to understand the decision-making process, we must ac- 
cordingly analyze at least these tlirce aspects. First, we must observe 
the personal differences aniong men and women which enable some 
to be decisive and whicdi make others indecisiv(\ Common experience 
reveals that some individuals are willing to make choices and to abide 
by the consequences. Others prefer to avoid clear-cut choic'es, to 
temporize, to postpone, to hope that somehow, some way circum- 
stances will intervene to make a choice unnecessary. We do not know 
now why there should be these differences among individuals or how 
extensive such differences may be. Second there is the role which 
knowledge plays in decision making. The careful accumulation of 
detailed facts, their analysis and interpretation, the use of broad con- 
cepts of human and physical behavior to predict future develop- 

10 Ibid., p. 194. 

11 Cf. Donald C. Stone, “Notes on the Executive,” in New Horizons in Public 
Administration (University: University of Alabama Press, 1945), p. 48. 

12 James L. McCamey, “Analysis of the Process of Decision-making,” Public Ad- 
min^ration Review, vol. 7 (Winter, 1947), p. 41. 
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ments—all these elements in the use of knowledge enter into decision 
making in varying degree. And third, we realize that there are limita- 
tions which circumscribe decision making by management; these limi- 
tations are both institutional and personal. On the one hand decision 
making must consider the aspirations, traditions, and attitudes of the 
agency administering government work. On the other hand, there are 
personal predilections among administrators which also limit decision 
making. When we begin to see decision making in tliese leadership, 
planning, and limiting circumstances, we begin to understand its 
complexities. But management cannot hope to escape the necessity 
of decision making if it is to contribute to institutional well-being and 
effective perfomiance. 

Delegation 

The third essential task of management leadership is the capacit> 
to organize the work of an agency and to delegate authority to sub- 
ordinates to carry out their assigned duties. Again, observation and 
exx^erience demonstrate that some persons have a kind of “instinct” 
which enables them to think in organizational terms. We shall discuss 
the technical problems of organization later in this volume, but organi- 
zation above all else implies a sense of orderly working relations 
among peox^le engaged in a common task. Management assigns the 
specific tasks and x^romotes this sense of orderly working relationship. 

Organization is a formal structure which comes to life by the proc- 
ess of delegating authority. Leadership becomes effective wdien others 
arc induced to accept the assignments given them and then proceed 
to carry out their duties. In effect, leadershix) is dependence, dexiend- 
ence upon the faithful performance of one's associates and subordi- 
nates. 

Tw^o observers of industrial orgainzation have written: 

. . . the real leader . . . finds it easy to delegate authority, and is quick 
to do so whenever he perceives its necessity, but he remains ever conscious 
of the fact that there is one thing he cannot delegate, namely his own au- 
thority and the responsibility wLich it includes. Jt is in fact this very sense 
of responsibility which makes him so ready to delegate any task as soon as 
the total task begins to exceed his owm ui.^nded powers. Such men are the 
true organizers; we might call them the liorn organizers. Organizing genius 
seems to know instinctively that it must operate through the principle of 
delegation in order to achieve a real collective efficiency in the pursuit of the 
common object. 

13 James D. Mooney and Alan C. Reiley, Onward Industry! (New York: 
Harper, 1931), pp. 38-39. 
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Some persons invariably succumb to the temptation to try per- 
sonally to do all the work. They are fearful of relying upon others. 
They dislike a sense of dependence. Because leaders are so often 
superior in intelligence and technical comptence, they know the lesser 
abilities of their associates. “One of the tragedies of business experi- 
ence is the frequency with which men, always elBcient in anything 
that they personally can do, will finally be crushed and fail under the 
weight of accumulated duties that they do not know and cannot learn 
how to delegate.'’ 

One eminent British civil servant of long experience once observed 
tliat he had never found an oflBcer in the Army vfho was not convinced 
of the absolute necessity for his sui)eriors to delegate wide latitude 
of authority to him but who was not equally impressed by the prac- 
tical obstacles in delegating any authority below him. It is never easy 
for an administrative officer to rest his reputation and his performance 
in the hands of others. But the very essence of organized life in large 
groups is the dependence of each one, leader and follower alike, 
upon one another. The leader has no choice except to delegate au- 
thority to others. But it often takes a long time to learn this essential 
of management leadership. 

Delegation of authority means more than simply assigning duties 
to others in more or less detail. The essence of delegation is to confer 
discretion upon others to use their judgment in meeting specific prob- 
lems within the framework of their duties. Management leadershix) 
must then accept the responsibility for how this discretion is exercised. 
To be sure, broad delegation of discretionary authority may be hedged 
about by many devices: the general sense of direction and purpose 
communicated to subordinates, the general scope of work assigned, 
the common background of professional competence and integrity 
which animates the personnel, and the sense of trust characteristic 
of a group. But these conditioning factors simply influence the neces- 
sity for delegation; they do not eliminate it. 

The necessity for delegation of authority in an administrative agency 
is well illustrated by an old Army incident I’he story goes that an 
officer was instructed to give an explanation of why a damaging fire 
had occurred on his post. The officer is supposed to have ended his 
report with this sentence: “The nilcs werc^ fully obeyed and the build- 
ing burned down.” No set of rules devised by man can ever be appli- 
cable to each individual future situation which may occur. It is gen- 
eral purpose and intent which organized groups must be concerned 

Ibid., p. 39. 
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to realize, and which leadership endeavors to promote by its willing- 
ness to delegate. 

A wise and well-known doctor who for many years was superin- 
tendent of St. Elizabeths Hospital in Washington, D.C., v^ote about 
his early sense of futility in trying to do everything personally around 
the hospital, and especially of trying to know about individual cases 
of the mentally ill in the hospital. "So from rather early in my career 
as a superintendent,” he wrote, "I made up my mind that such stand- 
ards were useless and that my objective as an administrative officer 
was to secure an adequate personnel.” 

Apparently, some persons have the capacity to pick associates and 
subordinates in whom th(*y have trust and to whom they are willing 
to delegate broad discretion. Often an administrator enters a situation 
wilt re he does not have the opportunity personally to select those 
who work with him. But in either set of circumstances an essential 
requirement of leadership is to be able to delegate authority to others, 
to rely upon associates and subordinates, to promote their desire to 
contiibute fully to a common cause, and to accei^t the consequences. 
This capacity is one of the great tests of leadership. 

Loyally 

The character of leadership provided by administrative manage- 
ment must in the last analysis be evidenced by the qualities of loyalty 
which arc engendered in those who make up an agency. Loyalty in 
the broadest sense is simply a favorable response to tho direction 
which an administrator and his associates x^rovide. We observe loy- 
alty in the esprit de corps ' liich growls in an agency, the sense of 
common puipose and eagerness which a group devclox^s, the “high 
morale” w^hich characterizes an activi-y. It is easy to state that loyalty 
is an imxiortant consequence of effeenve leadershi]). It is less simple 
to find the practices and conditions wdiich promote loyalty. 

Undoubtedly a first ingredient of loyalty is a shared conviction 
among management and others in the importance of the work being 
done. Morale doc’s not flourish in an atinospliere of disinterest oi c\en 
distrust in the j3urx)Ose of grouj) eroM Yet some individuals may 
continue to participate in an administrative group even without an 
interest in its weak; somctim<'s this continuance results merely from 
the force of habit, sometimes from fear of change, and sometimes 
from some external compulsion. But enthusiasm and loyalty arise 

William Alanson White, Autobiography of a Purpose (New York; Doubleday, 
1938 ), p. 119 . 
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from positive identification with the work being done. Tangible evi- 
dences of accomplishment are useful in promoting morale. Some in- 
dication of unique differentiation from any other group may help 
build a sense of loyalty. Tradition also plays its part. Such factors as 
these help achieve a sense of purpose and achievement upon which 
management leadership may build loyalty.^® 

Another important element in building loyalty is a sense of par- 
ticipation. No matter how much a group may accomplish, if an indi- 
vidual is to experience personal satisfaction he must feel that he has 
had a direct share in the endeavor. For this reason leadership must 
cultivate in every way possible this sense of individual participation 
in an enterprise. The growth of suggestion systems has been prompted 
in part from a desire to convince the individual worker that manage- 
ment is interested in his ideas. Consultation with various persons in 
an organization, personal inspection of work being done, sympathetic 
consideration of individual problems— all these techniques also help 
to develop a sense of belonging, a sense of participation in a large 
enterprise. 

Any attempt by management in exercising its leadership function 
to foster individual sense of participation in an organized group must 
be genuinely sincere or it may be more harmful than helpful. The 
author has known circumstances where persons in a larged agency 
resented what they regarded as purely spurious efforts to suggest that 
all employees belonged to “one big, happy family.” Recreational pro- 
grams, Christmas parties, .sumr^er picnics, and carefully planned 
entertainment do not in themselves constitute employee participation. 
They do no more than contribute to the growth of an atmosphere 
in which a sense of participation may develop. But management 
which promotes an active social life for a group and then cuts off 
any opportunity seriously to discuss and consider individual ideas 
about the conduct of the entc^rx^rise itself has not advanced the cause 
of participation. 

Still another aspect of loyalty is the importance of recognition, of 
appreciation. Most of us have read at some time about Napoleon’s 
practices in providing recognition to his associates and to others who 
served France. He devised the Legion of Honor as one device, and 

On the techniques used by the chief of one large bureau in building this sense 
of accomplishment, see John J. Corson, “Telling the Staff about It,'* Personnel, vol. 
16 (November, 1939), p. 69. In order to inform the staff of 7,000 in the Bureau 
of Old-Age and Survivors Insurance about the importance of their work, a movie, 
in-service training courses, and a special report to each individual were employed. 
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was fairly generous in conferring the marshaFs baton upon his most 
successful generals. Napoleon understood the importance of appre- 
ciation in instilling loyalty to his leadership. 

One of the most common forms of personal dishonesty which a 
person encounters in the group life of an administrative agency- 
public or private— is the reluctance of a superior to give full credit 
to the contributions or accomplishments of others. Sometimes top- 
management personnel create the impression that they are too fearful 
about their own job security to give due recognition to the work of 
their associates and subordinates. Yet no attitude can do more in 
the long run to undermine confidence in administrative leadership 
than the “hogging” of credit and the reluctance to give recognition 
where recognition is due. Loyalty to management does not flourish 
under these circumstances. 

It is a common mistake to believe that material rewards are all the 
recognition most persons want for their services. Nothing could be 
farther from the truth.^^ Rewards and recognition may take many 
forms; new titles, new oflice surroundings, public ceremony, expanded 
authority. Increased compensation, within certain limits, is an impor- 
tant incentive to better work, a kind ol recognition which inspires 
further loyalty. But in and of itself it is not enough, it docs not pro- 
vide all the satisfaction which most people want in their job and 
which a sensitive leadership will be concerned to provide. 

These aspects of identification, partici])ation, and recognition do 
not constitute the whole of that loyalty which management through 
its leadership must endeavor to achieve. But common experience in- 
dicates that these are important conditions in encouraging persons 
as individuals to bind themselves together in common effort under 
common direction. 

The institutional requirements of leadershij3 hence in\ olve the abil- 
ity to see the enterprise as a whole, the ability to be decisive, the 
ability to delegate, and the ability to inspire loyalty. Management 
must exercise its leadership in terms which evoke response to these 
particular needs of administrative effort. In turn, management leader- 
ship evidences its effectiveness to the degree that it displays an aware- 
ness of these necessities of internal operation and responds to them 
by the kind of direction it affords. 

Chester I. Barnard has written: “Yet it seems to me to be a matter of common 
experience tliat material rewards are ineffective beyond the subsistence level ex- 
cepting to a very limited proportion of men.’* The Functions of the Executive, 
p. 144. 
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GENERAL ISSUES 

It does not take any great effort to perceive the importance of 
leadership in an administrative agency. It is far more difficult to de- 
vise ways and means of obtaining the persons who possess the indi- 
vidual qualities of leadership and who can exercise these qualities 
in the setting of public administration. As a result, much of any dis- 
cussion of leadership must necessarily concentrate upon practical 
issues of personnel selection. We shall have more to say about this 
later. But at this point there arc at least three general problems which 
should be noted. 

The first issue is whether the political requirements of leadership 
can be successfully combined with the institutional requirements of 
leadership. We have commented here that the management of public 
administration must have both sets of qualifications, must provide 
both political and institutional leadership. Paul Appleby has sug- 
gested that the abilities which make for effective political leadership 
are seldom to be found combined with the abilities which make for 
effec'tive institutional leadership. He has pointed out that the political 
leader usually has a personality of marked individuality. Much of 
tlie ability to arouse public interest and to sustain public concern 
with particular problems depends upon this highly individualized 
capacity to be dramatic. The leader of a large administrative estab- 
lishment, on the other hand, must be accustomed to work with a group 
in some degree of harmony and with some surnmder of individual 
personality. Only on rare occasions, such as when a new administra- 
tive activity is being undertaken as the embodiment of a new social 
policy, are the highly personalized attributes of the politic'al leader 
helpful in an administrative setting.^ ^ 

There is considerable wisdom in this observation. For example, 
one thinks readily of the peculiar political gifts of Mayor La Guardia 
in New York Cit\% but certainly his capacities did not include any 
awareness of the institutional requirements of administrative leader- 
ship. But a chief executive is expected to provide political rather than 
administrative leadership. It is the department head who must com- 
bine the two. The real problem is to make sure that the department 
head is as much an administrative leader in the institutional as in 
the political sense. In other words, the individual whose life has been 

Appleby, Big Democracy , p. 39. 
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spent in the political arena seldom has had the opportunity to develop 
or to understand the qualifications which make for eflFective adminis- 
trative leadership. The chief executive who selects department heads 
primarily for their abilities as political leaders is simply storing up 
personal and administrative complications for himself. 

One of the vital emerging features of American public life is the 
increasing importance of effective administrative leadership as an ad- 
junct of effective political leadership. The chief executive finds that 
his own political reputation more and more depends upon the quali- 
ties of the administrative performance achieved by the great govern- 
ment agencies subject to his general oversight. 

It seems clear that department heads in the public service under 
our system of government must be personally selected by chief execu- 
tives, subject of course to such requirements of legislative approval 
as may be constitutionally prescribed. But it seems equally evident 
that chief executives will more and more seek the abilities which 
make for effective institutional leadership rather than look for solely 
political qualifications in the department heads they select. 

It should be stressed, then, that the political ability which manage- 
ment must evidence at the departmental and subordinate ]e\^els of 
the administrative hierarchy is a sense of political responsibility 
rather than the qualities of the political leader. The department head 
and his associates must understand the public nature of the task they 
perform and must be sympathetic to the public conditions which 
surround their work. This is not the same thing as saying that man- 
agement must be ready to assume the tasks of political leadership. 
In any event, there does not appear to be any ready substitute for 
possession of the qualities of management leadership in the institu- 
tional sense. If management docs not provide these qualities, they 
will be largely absent from the administrative process, with conse- 
quent loss in effective performance. 

The second general p)robIem is whether leadership is such an art 
in itself that the capacity to appreciate and to exercise the technical 
requirements of leadership discussed in this chapter outweigh the 
requirements of substantive knowledge in the specific field adminis- 
tered. This question is posed in many fields of human endeavor, but 
we shall confine our attention to gin ernment service. Should the head 
of a department of public works be an engineer? Should the head 
of a department of health or of hospitals be a doctor? Should the 
head of a department of welfare be a professional social worker? 
Should the head of a city school system be an educator? Should the 
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head of a public university be a scholar? Should the head of a law 
department be a lawyer? Should the head of a scientific research 
agency be a scientist? Should the head of the Forest Service be a 
forester? The authors answer to every one of these questions would 
be an emphatic affirmative. A top administrator must possess sub- 
stantive as well as technical abi]it>^ 

But management cannot be effective simply on the basis of its 
substantive knowledge of engineering, medicine, education, welfare, 
or forestry. Management frequently reinforces its technical ability 
by including specialists in organization, budgeting, accounting, per- 
sonnel relations and techniques, purchasing, maintenance of plant, 
and public relations. Indeed, a professiontd specialization in the^se 
individual technical aspects of management is now far advanced in 
our society. But this fact does not necessarily mean that we are about 
to recognize a profession of management. Rather, technical manage- 
ment specialists cannot expect to rise to the top position of depart- 
ment head or bureau chief unless they master the substantive knowl- 
edge about the work of a particular government agency. And on the 
other hand, some professions have answered the dilemma by adding 
education in admini.stration to the educational program in substantive 
knowledge. Thus in the field of public-school education, departments 
of educational administration are now well established. •Similarly, 
schools of business have added studies in management to tlieir cur- 
riculum; most engineering schools have substantial departments of 
so-called “industriaF (or management) engineering. Schools of pub- 
lic health are now adding courses in health administration. More and 
more one finds a tendency for fields of substantive knowledge which 
parallel many administrative agencies of government to add the study 
of technical aspects of management to their scope of interest. 

Thus in management as a collective group we find specialists in 
substantive matters and specialists in technical matters of large-scale 
enterprise. A combination of the tw^o abilities is essential to manage- 
ment leadership in the public service. 

It seems evident that the larger an enterprise becomes, the more 
important are the technical qualifications for management leadership. 
A number of years ago this idea was graphically presented by Clar- 
ence Ridley in discussing heads of public works departments. For the 
chief engineer of a small city, one of 10,000 population or less, said 
Ridley, it was important that 75 per cent of his qualifications be engi- 
neering knowledge and only 10 per cent represent "executive ca- 
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pacity.” For the chief engineer of a city of over 100,000, on the other 
hand, Mr. Ridley estimated that 50 per cent of his personal qualifica- 
tions should represent “executive capacity,” 25 per cent should rep- 
resent experience, and only 5 per cent should represent engineering 
knowledge as such.’** This is an emphatic way of stating that as an 
administrative agency becomes larger and its work more complicated, 
the top administrator can depend upon his assistants for detailed 
substantive knowledge, but unless he can supply the talents of tech- 
nical leadership, central direction will falter. 

This brings us to the third general issue: How are top-management 
abilities for leadership to be identified, recruited, and trained for the 
responsibilities of leadership? We have already indicated that depart- 
ment heads must, in our judgment, be political appointees. But, it 
may be repeated, chief executives are well advised in making such 
selections to consider administrative capacities above political loyal- 
ties and rewards. Some part of the admin Lstrative staff of a depart- 
ment head should i)e personal sek^ctions. At this level of inanagcment 
organization, selection of personnel is part of the political process 
of our government. 

Just how large this political ck‘ment should be is a c]uestion we 
have raised before and one we shall return to in considering the per- 
sonnel practices of go\ernnient. hi 193S Professor Macmahon and 
the author lound that among 47 bun ‘an chiePs in Federal service, 80 
per cent had becai selected on a formal or informal merit basis. It 
is the author’s strong conviction that the entire bureau-chief level of 
administrative organization in the public service should not be sub- 
ject to political selection. 

Apart from the political element of management, gov’crnment ad- 
ministrative agcaicics must have some internal procedure for recruit- 
ing and training persons tor management duties Entrance to the pub- 
lic service in this country is largely upon a professional basis, that 
is, upon the basis of an individuals experience or knowledge in per- 
forming specific kinds of substantive woik. It is a task of management 
leadership to develop an executive training program which will iden- 
tify within the service the persons who display administrative capaci- 
ties and to pjepare them by study and varied experience for manage- 

Clarence E. Ridley, Public Works Departments in American Cities (Chicago: 
Public Administration Service, 1929), pp 47-49. 

Arthur W. Macmahon and John H. Miilett, Federal Administrators (New 
York: Columbia University Press, 1939), p. 449. 
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merit duties.-^ Leadership in administrative groups must be alert to 
the needs of succession, and so must take an active concern in de- 
veloping those persons who can exercise the responsibilities of leader- 
ship, who can and will understand the whole range of management 
duties discussed in this volume, and who will fulfill the requirements 
of leadership which we have outlined in this chapter. 

A great deal of progress is being made in identifying tlie personal qualifica- 
tions which are essential for the leaders in administrative enterprises. A nationwide 
cooperative project in educational administration with the sut^port of tin* Kellogg 
Foimdation has been studying the recruitment, preparation, and assignment of 
school administrators. A tcn-ycnir study undc-r way at Oliio State University under 
the direction of Professor (iarroll Shartle is covcTing the same subject for business, 
industry, and go\enuncijt leadcislup. The common-t/'iise ability to identify leader- 
ship talent is being rapidly supplemented by more formal techniques of testing and 
of training. 



CHAPTER 3 Planning 


Planning is the process of determining the objectives of administra- 
tive effort and of devising the means calculated to achieve them. In 
other words, plannirig is preparation f(3r action. The word “planning*' 
in and of itself is “neutrar*; it implies no particular set of goals and 
no one special type of procedure, dictatorial or otherwise. Planning 
is simply the endeavor to apply foresight to human activity; planning 
anticipates desired rasiilts and prepares the steps necessary for their 
realization.’ 

Planning has become increasingly important in our society because 
of the growth of human knowledge. To be sure, we hold constant 
the fundamental values which \vc as individuals and as a society 
prize dearly. We still set forth as the end purposes of our Western 
culture such great goals as due recognition of the dignity of the indi- 
vidual, general material well-being for all persons, peaceful and har- 
monious adjustment within society, the advancement of our culture, 
and the growth of spiritual insight. But knowledge increases the abil- 
ity of individuals and of social groups to think about and to devise 
ways and means for accomplishing these primal y ends. An expanding 
human knowledge gives us greater possibilities for exercising pur- 
poseful human effort to influence both our physical and our social 
environment. Planning as a process becomes more and more the utili- 
zation of knowledge in an intelligent endeavor to promote the great 
basic purposes of our society. 

We cannot pause here to debate the vital question of how much 
individual and social welfare shall be promoted through the instru- 
ment of government and how much through other, nongovernmental 

^ In writing tliis chapter the author has relied heavily upon his previous volume 
The Process and Organization of Government Planning (New York: Columbia Uni- 
v'ersity Press, 1947). 
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social groups. This is unquestionably a major question of our time. 
For our purposes we may accept two basic propositions. One is that 
in our society we expect the role of government to be a limited one. 
The other is that we do expect government to take some part in pro- 
moting the general welfare. Our concern with planning by manage- 
ment in the public service hence is confined to that limited area of 
activities in which our society determines that government shall op- 
erate. 

The development of the so-called “scientific management” approach 
to the problems of administration has laid great stress upon the im- 
portance of planning as an essential of effective management." Unless 
plans are carefully formulated and clearly prepared in some detail, 
a great deal of wasted effort must invariably result. One of the stand- 
ards used in assessing the quality of management performance in 
various enterprises has been the caliber of its advance planning. In- 
deed, any purposeful human endeavor by very definition must in- 
volve planning. 

Moreover, the possibility for a new administrator corning into an 
existing agency to affect its operations in any considerable degree 
depends in large part upon his planning interests and capacities. In 
any large establishment a new group of lop-managc'ment pc^rsons can- 
not expect to have an immediate impact upon day-to-day o]?crations. 
It is only by planning future objectives and methods that top man- 
agement can provide effective direction to a large agency. 

Policy Planning versus Program Planning 

A useful distinction should be made between policy planning and 
program planning. The first is concerned with developing broad gen- 
eral outlines of governmental action involving icsually new legislation 
or the modification of existing legislation. The second is concerned 
with the preparation of the specific purposes to be realized and the 
procedures to be employed by administrative agencies within the 
framework of existing public policy. Administrative agencies perform 

2 Note the central place afiorded to planning in the following brief summary of 
“scientific manageunent" written by the “father” of the movement in this coiintr>'. 
“The body of this pax^cr will make it clear that, to w’ork according to scientific 
laws, the managciiiciit must take o^x•r and perform much of the work w'hich is 
now left to the men; almost every act of the woikrnan should be preceded by one 
or more prei^aratory ac*ts of the manag<;mrnl which cmable him to do his work 
better and quicker than he oth€‘rwise could. And each man should daily be taught 
by and receive the most friendly help from tliose who are over him instead of 
being, at the one extreme driven or coerced by his bossc’s, and at the other left 
to his own unaided devices.” Fredcirick Winslow Taylor, The Principles of Scien- 
tific Management (New York: Harper, 1916), p. 26. 
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both kinds of planning. A recent and well-known episode may help 
to make this distinction clear. 

In June, 1947, Secretary of State George C. Marshall made a major 
address on American foreign policy at Harvard University. On this 
occasion he declared that European countries for several years would 
require more food and other products from the United States than 
they would be able to pay for in the course of normal trade relation- 
ships. lie further slated that some form of American aid was impera- 
tive in order to avoid “economic, social, and political deterioration of 
a very grave character" in Europe. He added that it was in the na- 
tional interest of the United States to extend this economic assistance 
and to help prevent political chaos in European countries. Finally, he 
announced the proposition that before further American assistance 
could be extended, the European nations themselves would have to 
agree upon the requirements of the situation and the part they could 
and would contribute to realizing improved economic conditions. 

This was a major enunciation of desirable public policy. The de- 
velopment of these propositions grew out of various postwar forms 
of American aid to Europe, discussions with European government 
officials, and extensive consideration by American government f)ffi- 
cers. Thereafter followed a great deal of further study of possible 
lines of action by European governments and l)y various agencies 
in the United States, including a specially created President’s Com- 
mittee on Foreign Aid."^ All of this activity helped to provide the in- 
formation which underlay the policy i)lanning. 

As a result. Congress passed the Foreign Assistance Act of 1948 
approved Apr. 3 by the President, which opened with a statement of 
“findings and declaration of policy.'"’ Section 102a of this legislation 
is worth quoting in full. It read as follows:^ 

Recognizing the intimate economi ' and other relationships between the 
United States and the nations of Europe, and recognizing that disruption 
following in the wake of war is not contained by national frontiers, the 
Congress finds that the existing situation in Europe endangers the estab- 
lishment of a lasting peace, the general welfare and national interest of the 
United States, and the attainment of the objectives of the United Nations, 
The restoration or maintenance in Enropean coiintries of principles of indi- 
vidual liberty, free institutions, and genuine indet)endence rests largely upon 

^ Cf . Committee of European Economic Cooperation, General Report, U.S. De- 
partment ot State Pub. 293U, European Series 28, released from Paris on Sept. 21, 
1947; and European Recovery and Amcncan Aid, A Report by the President’s 
Committee on Foreign Aid. Nov. 7, 1947 (Washington: Government Printing 
Office, 1947). 

4 Public Law 472, 80th Cong. 
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the establishment of sound economic conditions, stable international eco- 
nomic relationships, and the achievement by the countries of Europe of a 
healthy economy independent of extraordinary outside assistance. The ac- 
complishment of these objectives calls for a plan, based upon a strong pro- 
duction effort, the expansion of foreign trade, the creation and maintenance 
of internal financial stability, and the development of economic cooperation, 
including all possible steps to eslaVjlish and maintain equitable rates of 
exchange and to bring about the progressive elimination of trade barriers. 
Mindful of the advantages which the United States has enjoyed through the 
existence of a large domestic market with no internal trade barriers, and 
believing that similar advantages can accrue to the countries of Europe, it is 
declared to be the policy of the people of tht United States to encourage 
these countries through a joint organization to exert sustained common 
efforts as set forth in the report of the Committee of European Economic 
Cooperation signed at Paris on September 22, 1947, which will speedily 
achieve that economic cooperation in Europe which is essential for lasting 
peace and prosperity. It is further declared to be the policy of the people 
of the United Statt:s to sustain and strengthen principles of individual liberty, 
free institutions, and genuiiK' independence in Enropej through assistance to 
those C'oiintries of Europe which particii^ate in a joint recovciy program 
based upon self-help and mutual cooperation: Provided, That no assistance 
to the participating countries herein contemplated shall seriously impair the 
economic stability of the United States. It is further declared to the policy 
of the United States that continuity of assistance provided by the United 
States, should at all times, be dependent upon continuity of cooperation 
among countries participating in the prograin. 

With the passage of this legislation a fundamental public policy 
was embodied in law authorizing a broad program of American eco- 
nomic assistance to Europe. The policy was thus determined; the 
program to effectuate that policy had still to be developed and put 
into operation. Indeed, many administrative officials were at work 
developing the outlines of program and of administrative machinery 
before the legislation was finally enacted. But much program plan- 
ning was continually necessary^ to carry out the law. Thus, the Eco- 
nomic Cooperation Administration developed an agreement with the 
Italian government for a recovery program emphasizing (1 ) machines 
for gutted factories, (2) increased supply of industrial power, and 
(3) improved practices in land cultivation.® 

After the invasion of tlie Republic of Korea by the Comnuinist gov- 
ernment of Nortli Korea, American policy on economic assistance 
changed to emphasize a new policy, that of “mutual security,” em- 
bodied in the Mutual Security Act of 1951, approved Oct. 31. New 

® Paul G. Hoffman, Peace Can Be Won (New York: Doubleday, 1951), p. 95. 
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programs grew up, with such labels as the “end-item” program, the 
“off-shore” procurement program, the “defense-support” program, 
and the “counterpart” program.® 

The difference between policy planning and program planning is 
not that one involves legislative action and the other administrative 
action. No such distinction is possible. The difference is that one sets 
forth broad goals for administrative activity, such as to promote Euro- 
pean economic recovery, or to help local governments improve the 
quality of urban housing facilities, or to ensure a minimum or “parity” 
price to agricultural producers for their farm products, or to prevent 
unsafe and unsanitary building construction in cities. Policy planning 
involves a decision about the scope and content of government action 
in our society and a general conception of desirable public good. 
Value judgments underlie these policy plans. Once broad outlines 
of public policy have been set, usually by legislation, they may con- 
tinue in operation for a considerable period of time. Administrative 
agencies, legislative committees, advisers to the Chief Executive, and 
private groups may review public policy from time to time and may 
urge chang(» or even abandonment. The part that administrative agen- 
cies may have in this kind of review is a phase of policy planning. 
But it is not unusual for management in ihe public ser\'ice to find 
that the general policy underlying or guiding an agency's work is 
more or less fixed; policy changes ordinarily are not hastily made. 

On the other hand, program planning is a continuing tnsk, a never- 
ceasing essential of management. Within the framework of public 
policy constant attention must bo given to the specific goals to be 
achieved in carrying out that policy and to the detailed action needc*d 
to realize those goals. Such planning is carried out month after month, 
year after year. So long as an administrative agency exists under some 
general public pohey, program planning is an unending concern of 
the management of that agency. This situation is the same for ad- 
ministrative agencies at all levels of government. Federal, state, and 
local. Program planning is the essential technique whereby manage- 
ment guides administrative action. 

The Planning Role of Administrative Agencies 

Sometimes it has been suggested that politics and administration 
are separable phases of the goveTiiing process." This would appear 

^ Donald C. Stone, “The Impact of U.S. As istance Programs on Western 
Europe,” The American Political Science Review, vol. 46 (December, 1952), 

p. 1100. 

Such an idea was set forth many years ago by Frank J. Goodnow, PolUics and 
Administration (New York: Macmillan, 1900). 
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to be a faulty conception, as is so well illustrated by the field of plan- 
ning. Planning is an inextricable part of the whole political process 
in which the management of administrative agencies is only one ele- 
ment. 

In an institutional sense, the limited political power shared by our 
Federal and state governments is divided among three different 
branches: legislative, executive, and judicial. In varying degrees ad- 
ministrative agencies function under the o\^ersight and control of all 
three branches. Basic decisions about the policy, scope, magnitude, 
and procedure of administration come from all three branches, al- 
though the legislature and the executive tend to be the more impor- 
tant, and in our state governments the role of the chief executive 
clearly predominates. 

The planning work undertaken by the management of administra- 
tive agencies must be performed in the context of this governing 
process by which basic decisions are made. This means that depart- 
ment heads may prepare fundamental policy recommendations sub- 
ject to approval of the chief executive and legislature, and they may 
rc^'ievv and advise about policy proposals which originate with the 
chief executi\’e and the legislature. Certainly administrative agencies 
cannot be removed from having a considerable part in the prepara- 
tion and consideration of basic policy decisions, even though^in the 
last analysis the governing branches will make the final determination 
about what public policy shall be. 

It should be understood, moremer, that not all essential aspects 
of policy administered by agencies will necessarily be embodied in 
legislative enactment or executive order. Sometimes important as- 
pects of public policy are determined by administrative agencies to 
supplement or to interpret the general directives of legislature and 
executive. A failure on the part of the legislature or executive to re- 
scind or modify such determinations is in effect a tacit approval of 
the policy decisions made by administrative management. 

For example, at no time during Woild War II did Congress ever 
fix the exact size of the Army to be mobilized by the United States. 
At one time hearings were held by a House committee on the sub- 
ject, prompted in large part by complaints from farm areas about 
the number of young farm workers being drafted. The Chief of Staff 
of the Army told the committee that it had been planned to have 
an Army of 8.3 million men with full mobilization, but that various 
factors had resulted in some doubt whether this figure would in fact 
be attained. Congress w^as apparently satisfied with these plans and 
never legislated about the exact size of the Army. At the peak in 
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May, 1945, the Army did reach almost 8.3 million persons. To be 
sure. Congress said that there should be an Army and that it should 
be raised by provision for compulsory service. In another instance, 
basic policies on termination of war contracts were worked out by 
the Army and Navy Departments and put into eflFect a year before 
Congress itself embodied these policies in the Contract Settlement 
Act of July 1, 1944. 

To give another illustration. Congress has declared by a number 
of pieces of legislation, such as the National Security Act of 1947 and 
the National Science Foundation Act of 1950, that it shall be the 
policy of the Federal government directly to encourage scientific re- 
search and development. But it has been left for the Department of 
Defense to decide just what proportion of available research funds 
shall be devoted to basic n'scarch designed to advance our general 
knowledge in the natural sciences and what proportion shall be de- 
voted to developmental research and testing designed specifically to 
provide new or improved weapons of defense. 

The point simply is fhat there is a close interweaving of policy deci- 
sions by Congress and the President and of those by administrative 
agencies. The top management of government agencies cannot be 
separated from this process of government decision making. Funda- 
mentals of public policy will usually be embodied in statutory enact- 
ment, but these are subject to interpretation by the chief executive 
and even by the courts in certain instances. Management contributes 
to the formulation of policy, to its consideration, and to its periodic 
review. In addition, important elements of policy may be determined 
by management to supplement the directi\('s which an agency re- 
ceives from legislature and executive. In this sense administrative 
management is a part of the political process. 

It might be thought that in the field of program planning at least 
it could be said that administrative agencies have full scope. But 
this is not so. It is a primary task of management, as we have already 
emphasized, to prepare program plans on a continuing basis in order 
to carry out basic policies of government. But these, too, are subject 
to periodic approval by chief executive and legislature, itsually dur- 
ing consideration of the annual budget. The decision about the mag- 
nitude of the work program of an agency is an important political 
decision. How many units of public housing shall the Federal or 
state government subsidize in a given year? How much effort shall 
be made to combat tuberculosis by the public-health department? 
How many combat groups shall the United States Air Force organize 
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and equip and how shall they be divided between strategic and tac- 
tical support missions? These are all questions of program planning 
which the management of a housing agency, of a health department, 
and of the Air Force must work out in the first instance. But these 
are all questions which involve budgetary considerations as well, and 
hence cannot be settled solely by the administrative agency con- 
cerned. It is only within the limits of available appropriations that 
management can frame program j)lans with some degree of certainty, 
and even these may be subsequently questioned by legislative in- 
vestigators and by staff of the chief executive. 

Planning is a necessary part of the administrative process, an essen- 
tial task of management. But planning involves important issues of 
government decision as well. A constant interplay of management 
decision making and legislative and executive decision making occurs 
in the planning process. This is just one part of the work of manage- 
ment in the public service which constantly reminds us that public 
administration is political in character and must operate within the 
framework of governmental practices. 

Planning Emphasis 

The planning movement as it has developed in our urban govern- 
ments is primarily concerned with physical problems, with street lay- 
out, the location of public buildings, transportation, housing, and 
many similar issues which arise from congested living. There are 
other policy and program matter^ in local government besides those 
which concern the physical characteristics of an urban community, 
but these have not received the same degree of attention. 

In Federal administrative agencies, especially in the last twenty-five 
years but actually throughout our history, planning problems have 
involved especially questions of national economics. Alexander Hamil- 
ton was an economic planner in the very first government of George 
Washington. He was interested in devising public policies which 
would promote the economic interests of the new nation as he under- 
stood them. Jefferson had a similar desire as President, except that 
he had a somewhat different conception of what the national economic 
interest might be. The story of American political history in the nine- 
teenth century is in large measure a record of public controversy 
about internal improvements, tariffs, transportation facilities, mone- 
tary policy, and business regulation— all issues in planning the role 
of the Federal government in relation to the operation of our private- 
enterprise economy. These controversies in a new vein and in a far 
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more complex economy have continued into the twentieth century, 
complicated by the economic requirements of national defense. 

Our state government administrative agencies have fallen somewhat 
in between the local preoccupation with the physical characteristics 
of the urban community and the Federal preoccupation with govern- 
ments role in relation to the national economy. State government 
agencies have had to plan in such fields of public service as educa- 
tion, health, welfare, roads, and penology. These subjects have em- 
braced the principal fields of state government activity as well as 
of state supervision of local government. 

In other words, the planning which management undertakes in the 
public service reflects both the specialized concerns of the work which 
a particular agency docs and the general interest of the level of gov- 
ernment at which an agency operates.® 

The Planning Process 

The planning work which management performs may be best 
understood if it is thought of as embracing three broad steps. These 
steps are highly interrelated, usually proceed simultaneously, and 
necessarily react one upon the other. Moreover, all three steps may 
raise questions of general policy as well as of specific program. These 
steps are: (1) the formulation of goals or objectives, (2) an assess- 
ment of the means or resources available to realize these goals, and 
(3) the preparation of a w^ork xerogram designed to achieve the deter- 
mined objectives. These steps are aj)plicable to the whole range of 
government work, but of course are most concretely evident in activi- 
ties involving physical structures, such as developing the \vater re- 
sources of a great river basin, or in purchasing supplies for the Armed 
Forces. Yet in such varied work as conducting our foreign relations, 
enforcing our criminal laws, prcj)aring our strateg) for national de- 
fense, and providing school service, these three steps of the planning 
process can also be found. 

Administrators and iheir planning assistants may not always be 
aware of the actual process by which they have arrived at their de- 
cisions, and the planning process may not be neatly divided into these 
particular procedural steps. Yet the essence of planning involves these 
three parts in determining the purposeful effort of an administrative 
agency. 

® For a comparison with tlie particular subject-matter concerns of planning by 
private business management, see Edward II. Hempcl, Top-management Planning 
(New York: Harper, 1945). 
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Formulating the Goals 

The first stage in the planning process is to develop some general 
conception of what shall be the purpose or goals of administrative 


SITUATION: AN UNCONTROLLED RIVER 



Fig. 1. Uncontrolled, tlie energies of a river are wasted and destructive, (From 
The Missouri River Basin Development Program, published by the Missouri 
Basin Inter-Agency Committee, June, 1952.) 


effort. Most social action through the instrument of government arises 
from particular situations which create definite problems. Therefore, 
it is customary to inquire into such things as the nature of the prob- 
lem, how it developed, its magnitude or scope, and why it is socially 
desirable to do something about the situation. In this analysis of 
the characteristics of a problem we usually hope that it will be possible 
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to discover or invent a practical means to alter an undesirable situation. 

Yet this inquiry and thought proceed upon the foundation of two 
major propositions in so far as government administration is con- 
cerned. One is that it is possible to formulate in greater or lesser 
degree of exactness what constitutes a desirable situation, that is, a 
state in which the problem would be greatly ameliorated or elimi- 
nated. The second proposition is that in order to arrive at a more 
satisfactory situation government action is necessary. It is in the proc- 
ess of making these two propositions exj^licit that agencies develop 
their goals for administrative action. Obviously, in determining the 
approach to these two basic questions, management, legislatures and 
executives, and public groups make various value judgments depend- 
ing upon their belief in what is a social good. For example, over one 
hundred years ago when the public-school movement was launched 
in this country, there w^as first a group of citizens, in large part or- 
ganized and mobilized by the efforts of one person, Horace Mann, who 
declared that in a democracy all citizens ought to be literate. This 
statement of position was based upon the proposition that the Ameri- 
can system of government is a democracy, tliat such a democracy is 
good, and that this democratic system of government should be pre- 
served. These beliefs or convictions constituted a fundamental set 
of value judgments underlying the arguincjit for a public-school sys- 
tem. From this position the advocates advanced to the proposition 
that literacy was essential to a democracy and that all citizens must 
be provided with the opportunity to learn how to read and write. 
Here there was an argumr^nt involving means or instrumentalit} —the 
relationship of literacy to democracy. But the position also was that 
a situation approaching universal literacy was a good which should 
be promoted. The third proposition was that something like universal 
literacy could be realized only through a system of schools operated 
and financed by government. Thus one by one state governments 
were induced to enact state school laws establishing local school dis- 
tricts with the responsibility for providing a free schooling required 
of all young people between specified ages. 

Just such a set of ideas and just such citizen agitation as underlay 
the development of a public-school system in America will be found 
to characterize the history of many government activities. The founda- 
tion for most government administrative effort is a set of value judg- 
ments about what is desirable for the public good and about an in- 
herent need for effective social action through government. The de- 
termination and the review of the basic goals of administrative pro- 
grams in consequence involves the formulation and defense of certain 
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fundamental propositions about social well-being and government. 

This fact can be illustrated in a more recent episode by referring to 
consideration of the question whether there should be a Federal gov- 


A RIVER BASIN PLAN : RESULT, A RIVER AT WORK 



Fig. 2. Controlled, a river is productively at work for the benefit of man. {From 
The Missouri River Basin Development Program, published by the Missouri 
Basin Inter-Agency Committee, June, 1952.) 


emment housing program in the years after World War II. In discuss- 
ing this question before a Senate Committee in 1945, John B. Bland- 
ford, then Administrator of the National Housing Agency, presented 
his affirmative argument under several major headings. First, he 
presented data to indicate that a large-scale volume of residential 
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housing construction was an important element in helping to achieve 
maximum production in the national economy. He summarized his 
position with the conclusion "that a more stable, more prosperous, 
and larger housing enterprise may be one of the most important single 
contributory factors to general stability, full employment, and pros- 
perity after the war.” ® Second, Mr. Blandford pointed out that resi- 
dential housing constituted about 40 per cent of the developed area 
of an urban community and provided about 45 per cent of local tax 
revenues. He went on to note that various studies indicated that slum 
and blighted housing areas of urban communities required local gov- 
ernment expenditures per capita in excess of tax payments, while just 
the oiiposite was true of areas of high rent and of better housing. 
Poor housing conditions also contributed, he declared, to high inci- 
dence of communicable disease. Moreover, for most people the cost 
of housing is a major part of their personal expenditure. He concluded 
accordingly that improved housing was desirable for reasons of munic- 
ipal economy and general public health and that low-cost housing 
was needed for many families of limited economic means. Mr. Bland- 
ford then discussed the known facts about number and condition of 
the residential dwelling units in the country. As of 1940 some 39 per 
cent of the nonfarm dwelling units needed major repairs or lacked 
essential sanitary facilities. It was in low-rental housing wliere these 
deficiencies primarily occurred. In the fourth place, Mr. Blandford 
presented certain housing goals needed to realize a more adequate 
housing condition for most American families. He projected a ten-year 
need for constructing 12,600,(K)() new dwelling units in order to re- 
place substandard housing and to meet additional housing demands. 
Finally, after reviewing various financial, organizational, and technical 
resources for housing construction, Mr. Blandford concluded that the 
projected housing goals could be realized only tlirough Federal gov- 
ernment stimulation- He then proceeded to outline certain broad 
policies which should characterize this Federal government activity.^*^ 
Thus, the basic question to which a housing administrator in the Fed- 
eral government must address his attention is of course whether there 
should be any government concern with or positive program to im- 
prove the condition of urban housing. Not until this question is an- 
swered can one proceed to discuss the nature of a desirable program 
and how it should operate. 

® Housing and Urban Redevelopment, Hearings of a Subcommittee of the Senate 
Special Committee on Post-war Economic Policy and Planning, 79th Cong., 1st 
sess., Jan. 9, 1945, Part 6, p. 1227. 

Ibid., passim. 
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In our society, then, the formulation of goals for government action 
must begin with a justification for any continuing government con- 
cern at all. Thereafter follow a determination of the broad objectives 
which government action should endeavor to attain and the basic 
strategy of direct or indirect methods for achieving the desired ends. 
All these considerations are important factors in deciding what ought 
to be the end purpose of government endeavor. 

In this process of fixing goals for government administrative en- 
deavor, more and more attention has been given in recent years to 
efforts at devising standards which would indicate a desirable situa- 
tion. In a public-health program the standard of effective operation is 
a declining incidence of communicable and other diseases, and a 
declining death rate. Thus vital statistics become an important "meas- 
ure” of what public-health work is or is not accomplishing. In naviga- 
tion improvement or in the development of the water resources of a 
river, the planning standard may be the realization of a 9-foot or a 
12-foot channel between certain j)oinls, this kind of standard reflecting 
the type and volume of navigation which is expected to utilize the 
river. In park de\elopment lor urban communities it has become 
customary to think in terms of a standard of 10 per cent of all urban 
land devoted to park and playground use, or 10 acres for each 1,000 
persons of urban population. This is a standard which fev? if any 
urban communities ha\^e ever been able to realize, but it nonetheless 
expresses a goal. 

Standards of service are an important tool in formulating goals for 
administrative work, but it is obviouslv simpler to express standards 
ill quantitative terms for certain types of activities than for others. 
Any work which lends itself to physical count or dcsc.Tiption may be 
subject to the development of standards. Thus, the carrying capacity 
of various types of road design may be expressed in terms of a traffic- 
density standard. The kind of paving materials to be used in various 
roads may be determined in the light of durability, safety, and cost 
standards. The number of desirable elementary schools may be deter- 
mined in the light of standards of student size and of ready access. 
It is not so easy, however, to determine the standard of what con- 
stitutes an "adequate” public-school education in terms of the content 
or degree of learning to be acquired. Presumably the only standard 
for American foreign policy is whether it avoids war or not. Yet 
human ingenuity in more and more fields has found it possible and 
feasible to express standards of desirable government service. Thus, 
in its relations to the private economy, the Federal government has 
acquired a kind of standard which may be described as "full employ- 
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ment” and some stability of price levels. Such standards in varying 
degree of exactitude become a means for formulating the goals of 
public policy and of public administration. 

This management concern with goals must be translated into fairly 
concrete and specific terms in order to be of maximum usefulness in 
guiding administrative work. Thus general goals usually give rise to 
more specific goals. An adequate standard of housing accommodation 
for American urban families must be translated into specific terms of 
number of persons per room, rent levels, and similar considerations. 
It must be formulated also in terms of number of units to be con- 
structed. A procurement program for the United States Air Force must 
set forth the number and types of aircraft which are desired for the 
adequate arming of our air defense. 

Thus this first step in the planning process, this formulation of the 
goals for administrative action, entails a number of different phases, 
with the basic purpose of providing objectives to be realized through 
group effort as specific and concrete as it is possible for human knowl- 
edge and management capacity to provide. The work procedures of 
group effort will usually be efficient in terms of a minimum of wasted 
activity to the extent that goals are carefully and clearly formulated. 

The Inventory of Available Resources 

The second step in the planning process, and one closely related 
to the whole process of formulating work goals, is that of making or 
keeping an inventory of present conditions or resources. If the Air 
Force wants to man and arm 120 air combat groups, it must know 
what are its potential manpower and productive resources if it is to 
prepare a program for realizing this goal. If a river channel is to be 
kept at a constant level ensuring a 9-foot channel for navigation, the 
planners must know what the ordinary channel level is at various 
times of the year and how much water may be available for storage 
to realize the desired level. If there is to be a grade-school building 
for every 400 to 800 children and every child is to live within a half 
mile of the building, the location of all existing school facilities in 
terms of present and future school population must be known. 

Obviousl)', management planning will almost always start with an 
existing situation. Seldom do we have an opportunity or an inclination 
to start a government activity ‘"from scratch.” Instead, most govern- 
ment work begins or expands in response to some particular set of 
circumstances. Hence planning must begin with some knowledge of 
what a particular situation is and what it implies in relation to the 
possibilities for future action. 
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The concern of management planning is ordinarily the ‘"gap” be- 
tween what is and what is desired. It is this gap which largely deter- 
mines the magnitude of future government work. If we find for ex- 
ample that only half of all the high school graduates with an IQ of 
110 or above go to college, and if we fix upon an IQ of 1 10 as a stand- 
ard of college ability, then we know that the gap wuth which an in- 
tensified college recruiting plan should be concerned is this one-half 
of qualified high school graduates who do not now go to college.^ ^ 
When city planners go to work to try to relieve traffic congestion, they 
must begin with an existing pattern of street layout and traffic flow. 
They must know what it is they want to achieve in the way of better 
trafilc flow% and they must know what financial and other resources 
may be available to help improve the present situation. 

One of the purposes in determining the gap between desired goals 
and current condition is to examine the feasibility of the goals them- 
selves. Sometimes a plan fixes desired levels of achievement for ad- 
ministrative effort which are beyond the capacity of human achieve- 
ment in the allotted period of time. During World War II the military 
authorities at one time fixed procurement goals for the year 1943 
which amounted to nearly 100 billion dollars. The planning com- 
mittee of the War Production Board decided that a “feasible”^ output 
of munitions in the light of available raw materials, production facili- 
ties, and manpower resources was somdhing like 75 billion dollars. 
After considerable negotiation among the top-management officials of 
the war production effort, military procurement goals were cut back 
where they would more nearly ax^proximatc the feasible production 
capacity.^" Adjustment of planning goals in terms of “feasibility" is 
one of the purposes in analyzing a problem situation and the resources 
available for its solution. 

An inventory of “goods on hand” must be compared with “goods to 
be produced” both in order to xDreparc a w^ork program and in order 
to determine the possibility of realizing desired goals. If the goals are 
not realizable, the “goods to be produced” will usually have to be 

This line of reasoning is developed in Byron S. Ilollinshcad, Who ShouM Go 
to College (New York: Columbia University Press, 1952), a staff study for the 
Commission on Financing Higher Education which the author had tlie privilege of 
serving as executive director. 

This so-called "‘feasibility” conflict between War Production Board and mili- 
tary procurement officials has been recounted a number of times. See, for example, 
the official history of the WPB, Industrial Mobilization for War (Washington: Gov- 
ernment Printing Office, 1947), Part III. See also John D. Millett, The Role and 
Organization of the Army Service Forces (Washington: Government Printing 
Office, 1954), Part Three. 
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modified accordingly. This whole process of fixing the extent or magni- 
tude of the problem which administrative eflFort can meet is a second 
necessary step in planning. 

The Work Program 

The third important step in planning is preparation of a specific 
work program for administrative action within a particular time 
period. Management planning goals are usually “long term”; a man- 
agement work program is usually "short term.” This time factor is the 
major diflFerence between the step of formulating the goals for ad- 
ministrative action and the step of preparing a work program. Formu- 
lation of goals is a matter of fixing objectives which can be realized 
only over a considerable period of time, such as the 12,600,000 new 
urban dwelling units which the housing administrator in 1945 projected 
as desirable over the next ten years. Most government administrative 
activities are long-range endeavors, as in education, road improve- 
ment, the promotion of commercial aviation, public health, soil con- 
servation, forest administration, and others. The management of these 
activities of the public service requires the formulation and periodic 
review of long-term goals. 

But within the framework of these general objectives management 
must also prepare work programs which set forth the particular goals 
to be realized in a one-year or even a six-month period. These work 
programs are the constituent parts which in the aggregate are expected 
to realize the long-term objectives of administrative effort. A river 
development plan, for example, is a long-term set of goals to be real- 
ized by construction of dams and the operation of storage basins. 
The administrative agency or agencies which prepare such a plan do 
not expect to see it accomplished in one year, two years, or even thr<?e 
years. The plan is a long-range goal. But administrative agencies also 
prepare a work program which consists of the particular parts of the 
larger plan which arc to be undertaken in any one twelve-month or 
other period of time. 

The prevailing practice in city capital budgeting illustrates this 
difference, although the customary teiminclogy is confusing. Many 
statutory or charter provisions specify that a capital budget shall be 
an actual program of projects to be started or comx)leted in a twelve- 
month x)eriod. But the capital budget is then accompanied by a capi- 
tal "program” setting forth desirable work to be done in the five years 
beyond the immediate budget year. In reality such an arrangement 
requires a long-term capital development plan and a short-range or 
immediate capital development work program. 
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It is the work program of management which serves as the basis 
for budget estimates. A budget indeed is simply a short-term work 
program expressed in fiscal terms. We shall say more about this later 
when discussing budgeting. But it is at this point of work programing 
where the planning activities and the budgeting activities of manage- 
ment mesh. To be sure, budget considerations may require modifica- 
tions in work programs, since limitations in financial resources must 
necessarily require limitations in work programs. 

Sometimes in actual management operations you will hear that 
there is a conflict between long-temi planning and short-term work 
programing. Our position here is that no such conflict really exists. 
To be sure, an agency may have so limited a number of persons to 
perform its management duties that it is kept fully occupied in deal- 
ing with immediate operating problems. A management in this situa- 
tion may endeavor to frame work programs without ever getting 
around to formulating long-term planning goals. But the very process 
of preparing one immediate work program after another does decide 
what the long-term goals shall be. In this situation the planning ob- 
jectives turn out to be whatevta* the work programs over a period of 
years add up to. The real question is whether management should 
have given greater attention to the long-term implications of its short- 
term work programs. • 

Moreover, any attempt organizationally to draw a distinction be- 
tween formulating planning goals and determining work programs 
will almost always result in long-tferm planning which is of the “ivory- 
tower ' variety and in short-term work programing whose principal 
characteristic is expediency. It is desirable to prepare work programs 
in tlie light of some conception of general goals to be achieved over 
a period of time, even as it is desirable to formulate general goals in 
terms of what a series of work programs will be able to accomplish. 
Both steps are equally important parts of the whole planning process. 

This planning process, moreover, is not the exclusive province of 
top management in an administrative hierarchy. All levels of manage- 
ment in a great organizational structure contribute to the formulation 
of goals, the inventory of a current situation and its resources, and 
the preparation of a work program. Local offices contribute their ideas 
and information to a central office. The VcU'ious parts of a central office 
put these proposals together, contribute their own ideas, and eventu- 
ally set forth both goals and work programs. A certain amount of 
bargaining’ often goes on in the course of these relationships. This 
is to be expected. But all management wisdom on planning matters 
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is not to be found exclusively in a particular level of management au- 
thority. 

It scarcely seems necessary to add the word of caution that planning 
is a continuing process. It is never complete. Conditions change, new 
objectives become evident, new methods of achieving desired results 
are discovered. Plans must always be flexible. Once formulated, they 
are subject to constant adjustment. No administrator in a democracy 
wishes to be accused of undeviating determination to accomplish 
his purpose. And there can be no progress in administrative activities 
if a plan once set up must be religiously adhered to. Of course, there 
is a corollary: plans should not be so flexible that they are changed 
overnight on the slightest pretext. Frequent shifts in a plan create 
more confusion than anything else in the performance of an activity. 
There is a middle-of-the-road balance to be achie\ ed between flexibil- 
ity and inflexibility in planning. 

Research 

Planning depends upon knowledge. And the expansion of knowl- 
edge depends upon research. Research means the collection and analy- 
sis of data about various subjects and the synthesis of observation into 
great conceptual schemes of behavior. Such research is indispensable 
to planning. Some research may involve no more than the accumula- 
tion of information about existing physical structures, quantities of 
supplies on hand, or land utilization. Or research of importance to 
planning may require elaborate inquiry into economic processes or 
the physical properties of various substances. The planner must not 
only know the extent of the existing data available about a particular 
field of activity, but he must also realize what additional information 
would be useful in his planning. Although the planner need not em- 
bark upon extensive research programs of his own, he should encour- 
age research activities both in his agency and outside. 

But it is equally important to emphasize tJuit research is not plan- 
ning. Research contributes to planning, it assists the preparation of 
plans, it helps ensure that plans are reasonable. Yet the accumulation 
of a great deal of knowledge about some subject is not the same thing 
as preparing a course of administrative action designed to achieve 
specified goals of government service. Planning means making use of 
existing knowledge for administrative purposes. The administrator 
cannot wait until the whole universe is brought under man’s detailed 
scrutiny and analysis before he builds a dam, sets up an unemploy- 
ment compensation scheme, or operates a hospital. There are current 
needs and demands which the administrator must meet under existing 
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law and under instructions from a chief executive. He cannot wait 
indefinitely to begin his activities. He seeks simply to operate his work 
as intelligently and as eflBciently as possible. He wants to be sure 
that he knows what he should accomplish and that the result is gen- 
erally desirable; he wants to achieve the maximum possible results 
with the resources at liis command. 

Planners must be prepared to help the administrator in making cur- 
rent decisions and in preparing programs of action. Accordingly, the 
planner's first concern is with making the best possible administrative 
use of existing knowledge. Second, he may urge efforts to obtain addi- 
tional information through research, and may even direct such research 
when this seems desirable or convenient. So far as planning is con- 
cerned, however, research is the secondary, not primary, interest of 
any specialized planning group. 

It is, of course, obvious why planning and research have been so 
closely allied in conception and in organizational arrangements. In- 
deed, some administrators have i)referred to designate the actual plan- 
ning unit as a research unit because they feared legislative and other 
reactions to the label “planning." Sometimes persons designated as 
“planners” in a management organization find it impossible for personal 
and other reasons to develop the kind of close working relationship 
with the administrator which is necessary in order to help irf making 
decisions. Accordingly, these persons have tinned their attention to 
research activities as a means of being useful. Moreover, planners are 
always confronted with the problem of incomplete knowledge. The 
immediate temptation therefore is to launch research in order to col- 
lect needed data of various kinds. 

One other word about research in government agencies should be 
added. Not all government research is intended to help plan administra- 
tive activities. Much research is performed for the benefit of an industry 
or some other particular group. A great deal of the research of the 
United States Forest Service is intended to benefit the lumber industiy 
generally. The work of the National Advisory Committee on Aeronau- 
tics benefits both military and civilian aircraft activities. Agricultural 
research is performed as a direct assistance to farmers. The collection 
and analysis of elaborate statistical data by such agencies as the Bureau 
of the Census, the Bureau of Foreign and Domestic Commerce, and 
the Bureau of Labor Statistics are performed as services to various 
groups in our society. The results of this work may also be useful to 
the planner of administrative activities. But it should be clearly realized 
that research may be of at least three different types. It may provide 
generally useful information for the public and others; it may be of im- 
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mediate usefulness in planning administrative programs; and it may be 
intended to evaluate existing administrative ejSectiveness. 

Activity Planning and Central Planning 

Planning in the public service is usually concerned with particular 
fields of government activity. Ordinarily the basis of planning effort is 
a defined field of work assigned to an administrative agency to perform. 
It is scarcely accurate, for example, to speak of agricultural planning 
by the United States Department of Agriculture. Rather, planning goes 
on in more particular fields of administrative interest, such as agricul- 
tural price support, agricultural research work, agricultural education, 
soil conservation, and forest service. This concern with particular prob- 
lems we may call “activity’’ planning. It is the usual framework for the 
planning which goes on in administrative agencies. 

The first task of management in setting up a “plan for planning” 
accordingly is to determine the fundamental fields of activity in which 
it proposes to prepare plans. Often these fields will represent the major 
functions of an administrative agency and they may parallel major units 
of organizational structure. A public-health service in a state requires 
plans in such fields of activity as preventive medicine, and then in sub- 
fields such as tuberculosis, venereal disease, and other communicable 
diseases. It may have plans in such other fields of activity as maternal 
and child care, hospital management, and milk inspection. Any major 
operating task of an agency will ordinarily become a field of activity 
in which plans are prepared. 

The fields of activity for planning purposes may vary from time to 
time in the light of changing circumstances. But whatever changes may 
occur from time to time, management must set up clearly defined areas 
or fields of activity within which operating plans will be prepared. 
These fields then become the aica of concern in w^hich goals must be 
formulated, the “gap” determined, and a work program laid out. 

At the same time tliere are various interrelationships wdiich neces- 
sarily develop among operating plans, and management at succeeding 
levels in an organizational hierarchy is concerned to examine these 
interrelationships and to promote harmouiou.. adjustment. Planning at 
a departmental level, for exampi*., is “central planning.” which means 
that it is primarily concerned with reviewing the planning w^ork of 
subordinate management levels. The function of this review is three- 
fold. First, it is concerned to make sure that operating plans have been 
competently prepared. What data have been employed and what as- 
sumptions have been used in preparing the plans? Does the work pro- 
gram appear to be reasonably calculated to achieve the general goals? 
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Does the whole plan appear to have been well done? Thus, for example, 
in reviewing a plan in the field of maternal health care, the department 
planners would be concerned about the vital statistics and statistical 
projections used, the evidence of need for continuing or expanded 
effort, the methods proposed to reduce the incidence of death or disa- 
bility in childbirth, and whether the methods contemplated are likely 
to accomplish the desired result. Second, central review is concerned 
with the interrelationship of one field of activity with another. Should 
a maternal-care program include research work, or should the general 
research program have a maternal-care phase? What cooperative ar- 
rangements between the two fields can and should be worked out? 
Third, central review is concerned with the magnitude of the work to 
be done. This consideration immediately presents budgetary problems. 
But it also presents a major issue of policy for the determination of 
management. Even when budgetary limitations fix a general magnitude 
within which all programs of a department must operate, there is still 
the matter of dividing available resources among the individual pro- 
grams. And such a decision requires the exercise of judgment about 
relative importance and urgency of some forms of public service as 
against others. 

There are few guides for such decisions; they are matters of human 
judgment within the light of whatever available knowledge? one can 
muster. 

During the depression years of the 1930 s the Roosevelt Administra- 
tion had to decide whether to spend funds primarily for the work-relief 
type project where labor cost was high (and hence more people could 
be directly employed) or for the public- works type project where labor 
cost was low (and hence fewer people could be directly employed). 
The issue was difficult to resolve in the absence of exact information 
about what was the differing consequence of the two types of expendi- 
ture upon the total volume of employment, production, and purchasing 
power within the nation. The choice had to be resolved by the Chief 
Executive and Congress as they saw best, and the choice was made in 
terms favorable to the work-relief type project. In 1946 Congress cre- 
ated a special agency in the Federal government, the Council of Eco- 
nomic Advisers, to help present information about just such a general 
policy problem as this. 

National security planning faces another such basic issue of choice. 
If we place general limits upon our national security expenditures, how 
much shall be apportioned in military aid to our potential allies and 
how much shall be used directly to add to our own national defense 
forces? Second, within the amount fixed for our own national defense, 
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how much effort shall be allotted to air, naval, and ground defense 
units? Third, within the amounts set aside for military procurement, 
how much shall go into purchase of existing weapons and how much 
shall go into basic research to provide the knowledge to develop new 
weapons? 

These arc the kinds of choices which central management planning 
has to make. The x^lanners within particular fields of activity are then 
guided by the decisions whicli are made about the resources which 
shall be made available for their work. The central planners (planning 
advisers and the administrator) fix the general limits for particular 
Xerogram efforts. 

The Outside Consultant 

Questions of management organization are not relevant to our imme- 
diate discussion here. Yet llicre is one x^roblem which we should note 
in passing. In preparing program x^aiis or in reviewing thtin, manage- 
ment has the choice of assigning x^ersonnel to sx^ecialize in planning 
duties or of bringing in outside consultants to advise about a particular 
field. Many administrators do both. During the 1930’s, for example, the 
Secretary of the Treasury built ux) a number of units in his office to 
helx^ review tax pro])osals, but he also persuaded Congress 

to appropriate funds whereby he might hire individuals on a part-time 
consulting basis to advice him al}Out tax matters. 

There are advantages and disadvantages in the use of the outside 
cousiiltant.^'^ The consultant above all else is usually removed from the 
competition for x^ower which always goes on within an organized group. 
The consultant presumably has no particular vested interest in the 
solution of a j^roblem; the scox^e of his work and the importance of 
his status in the organization will not be affected thereby. The assump- 
tion therefore is that the outside adviser is neutral as among the indi- 
vidual x^ersons and units of an organization which compete among 
themseh^es in the x^i'ocess of making planning decisions. As Lyman 
Bryson has observed: “The fact is, obser\ able and inescax')ab]e, wdiaN 
ever moral judgment one may insist on passing on it, that the decision- 
making x^roci-ss is a field of xxn\sonai ambition and sharp competition in 
all practical situations, whether business, government or institutional.” 
The consultant must understand this fact, and so realize that much of 
his usefulness derives from his nonparticipation in the power struggle. 

Cf. I.ymaii Bryson, “Notes on a Theor>^ of Advice,” Political Science Quarterly^ 
vol. 66 (September, 1951), p. 321. 

Ibid, p. 327. 
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A second advantage of the outside consultant is that he may bring 
distinguished competence in a field of knowledge to bear upon a prob- 
lem and hence may contribute substantially to the factual delineation 
and exploration of a management program. A consultant is ordinarily 
brought in as an expert, and it is his expert knowledge which he is ex- 
pected to make available to the management of an agency. 

The disadvantages of the outside consultant or adviser are the very 
counterweight of his advantages. The consultant may be too little con- 
cerned with or fail to understand the broad institutional and political 
necessities of the administrator which circumscribe the area of choice. 
The consultant may later feel that his advic^^ has been neglected and 
his usefulness unappreciated, when in reality his advice did not fully 
meet the administrative requirements of the situation confronting man- 
agement. In the second place, some consultants present advice with a 
super degree of caution. This may reflect the limited extent of knowl- 
edge in a field, but it is not very helj^ful in forecasting the probable 
consequences of an innovative approach to a problem demanding prac- 
tical action now. In other words, a consultant may say: **This is all we 
know about this subject now and I suggest we wait for more knowledge 
before taking action.*' This is an entirely proper attitude for the acade- 
mician; it is not helpful to the administrator who must do something 
at once. ^ 

In spite of the limitations and because of the advantages, manage- 
ment in the public service does continue from time to time to use out- 
side consultants in its planning lA^ork. But it is useful for management 
and consultant to have a realistic understanding of the consultant’s role. 

Plans 

The end purpose of planning is a plan of action to be carried out 
by the organizational units of an administrative agency. Of course, a 
plan cannot be executed unless the general field of activity has been 
authorized by legislative or executive action, and unless appropriations 
for the performance of the work have been provided. The politics of 
planning has not been our primary concern here; rather we are inter- 
ested in the planning role and the procedure of management when par- 
ticipating in the whole governmental jirocess. 

This management planning role can best be studied in detail by 
analyzing actual plans prepared by administrative agencies. More and 
more inquiries of this sort are being undertaken by students of admin- 
istration. Such studies provide the broad body of knowledge from 
which these generalizations about management practices in planning 
have been drawn. For example, studies are available which deal with 
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the broad policy aspects of the work-relief program of the mid-1930’s/® 
the river development program of the Tennessee Valley Authority,^® 
the strategic preparations for World War agricultural planning 
during the war/® forestry policy/® and the soil conservation pro- 
gram/® To some degree these studies also report some details about 
the preparation of work programs. 

From time to time administrators present full-scale policy proposals 
to legislative committees. The testimony of the National Housing Ad- 
ministrator in 1945 has already been mentioned. Most of his sugges- 
tions were embodied in the Housing Act of 1949, approved July 15, 
1949 (Public Law 171 of the Eighty-first Congress). In 1949 Secretary 
of Agriculture Charles F. Brannan presented a general outline of 
policy on the subject of price supports to the House of Reprt'Sf'ntatives 
Committee on Agriculture.^'^ This proi:)OsaI, which came to be known 
generally as the “Brannan plan,” aroused a great deal of controversy 
and was not enacted into law; it was presumably repudiated finally by 
the results of the national election of 1952. But the proposal nonethe- 
less re^presented an example of management planning in a great de- 
partment of the national government. 

In addition, there has be('n a great flood of planning reports in 
recent years prepared by specialized agencies created b)' the Presi- 
dent. To mention a few we cite the report of the President's Advisory 
Commission on Universal Military Training (1947), the report of the 
Presidents Commission on Higher Education (1947), the report of the 
President’s Water Resources Policy Commission (1950), the report 
of the President’s Materials Policy Commission (1952), and the report 
of the President’s Con. nission on the Health Needs of the Nation 
(1952). Often similar bodies are created by the chief executives or 

Arthur W. Macniahun, John D. Millott, ai»d Gladvs Ogde-n, The Administra- 
tion of Fcdcial Work Relief ( Chicago; Public Adniinis( ration Ser\icc, 1941 ). 

C. Herman Pritchett. The Tennessee Valhy Authority (Chapel IIill: Universih" 
of North Carolina Press, 1943); and Philip Sclznick, TV A and the Crass Roots 
(Berkeley; ltni\ersify of California Piess, 1949). 
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legislatures of state and local governments to make similar investiga- 
tions and to recommend general policies for government action. 
Existing administrative agencies contribute substantially to the work 
of these specialized bodies, and in the event of the passage of legisla- 
tion, new or existing administrative agencies fall heir to the task of 
preparing work programs and of evaluating general goals and policies 
from time to time. 

These instances of plans in varying degree of detail are cited simply 
to bear out the fact that planning is in actuality a major activity of 
management in the public service. It is from the study of such plans 
as these and of the process by which the> were prepared and put 
into effect that we learn how management plans. 

Summary 

Planning is that part of the management process which sets the 
objectives of administrative action. Planning is prex^aration for work. 
It consists of formulating and reviewing basic policies for government 
action, of setting objectives for an organization to accomplisli, and 
of designing work programs calculated to move from present condi- 
tions toward a desired goal. The basis of such x^l^^nning is existing or 
proposed fields of government work. Plans may be reviewed at various 
levels of management in terms of the care with which they have been 
prepared, of interrelationship with other fields of activity, and of 
scope. 

Planning is an essential part of the management task. It is the means 
for providing direction to the work of an administrative agency. There 
cannot be any effective managemient in the public service without 
planning. The alternative is improvisation in administrative behavior 
and the wasteful use of personnel and material resources. Manage- 
ment can give rational meaning to administrative action only if it plans. 



CHAPTER 4 Communication 


The definition of goals for administrative action is only the first step 
in the process by which management provides direction to an organi- 
zation. The second step is that of coinmnnicating this purpose to the 
entire group whose action is to be guided accordingly. Moie and more 
in recent years students of organization have come to realize that 
communication is one of the crucial elements in administrative be- 
havior. 

The problem of coininuiiication is the problem of understanding. 
Chester Barnard has written: “A communication that cannot be un- 
derstood can have no authority.’’ ^ Ordway Tead has put it somewhat 
differently in declaring that “the underlying aim of communication 
is a meeting of minds on common issues.” - Writing about the same 
problem as it arises in industrial organization, Peter Dmcker has de- 
fined communication as “the ability of the various functional groups 
within the enterprise to uiidersland each other and each other’s func- 
tions and concerns.” Drucker has gone on to say that information is 
not the problem; information cun be provided in carload lots to the 
supervisors and employees of a large organization. Indeed, the larger 
the organization the more elaborate and extensive usually are the 
organs for dispensing information. But the essence of communication, 
Drucker insists, is the ability and willingness to listen and to under- 
stand the interests and concern of i^cople in various parts of an organi- 
zation. Unless top manageineiiL i>ossesscs the imagination and the 
knowledge to comprehend the behavior of personnel at lower levels 
of an administiative structure, communication is difficult to achieve. 

1 Chester I. Barnard, The Functions of the Executive (Cambridge, Mass.: Har- 
vard University Press, 1938), p. 165. 

2 Ordway Tead, The Art of Administration (New York: McGraw-Hill, 1951), 
pp. 185-186. 

^ Peter F. Drucker, The New Society (New York: Harper, 1949), p. 191. 
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The Complexities of Language 

Unquestionably the art of communication is greatly complicated by 
the deficiencies of language. Most communication is verbal. It relies 
upon the “tyranny of words,” whether written or spoken. And words, 
as most of us discover sooner or later, are very poor vessels for con- 
taining our thoughts and intentions. Many persons never master the 
use of clear, effective language in presenting their ideas. In conse- 
quence, it is often difficult for them to communicate to others. We 
have no choice but to make the best use of language of which each 
of us as individuals is capable. But the results are frequently disap- 
pointing, and it is well to give constant attention to the effort to im- 
prove the quality of our communication one with another. ^ It is this 
deficiency in ability to express pinpose and concern which is one of 
the great obstacles to effective communication. 

The following passage from a Forest Service manual has been cited 
as a good illustration of bureaucratic jargon, of “officialese” or “gob- 
bledygook” as it has sometimes been called; ^ 

Wlien the separation of a permanent employee is necessary because of 
misconduct or inefficiency which does not justify liis dismissal, if he is willing 
to resign, he should be informed in writing of the respects in \\4iich he is 
deficient, and at the same time that before final action is taken he is entitled 
under the law to have charges preferred against him and an opportunity to 
answer them; that without prcjudgmcnl of the case the usual course of 
charges and answer will be pursued if he so x>refers, but that, in view of his 
previous record, if his resignation is voluntarily tendered, its acceptance by 
the Secretary will be recommcndc’d; that on the other hand, if he prcfc'rs not 
to resign he will not be i^rejiidiced thereby; that a recommendation will be 
made to the Secretary that fonnal charges be preferred against him; and 
that if this recommendation is ai)proved and such action taken, he will have 
an opportunity to submit a full answer to that charge', the answer being 
considered on its merits by the Secretary before a conclusion is reached. 

As a competent analyst has pointed out, what is wrong with this 
kind of language is that it is “overexact, overabstract, and overimper- 
sonal.” ® A nice simx)le statement such as “I love you” would never do 
in an official communication. It would become, as Rudolf Flesch has 
translated it, something like this: “Complete assurance of maximum 
affection is hereby imj^lied.” Only when officials become self-conscious 

*Cf. Rudolf Flcsch, The Art of Plain Talk (New York: Harper, 1946). 

® Quoted in Rudolf Flesch, “More about Gohhledygook,” Public Administration 
Review, vol 5 (Summer, 1945), p. 241. 

» Ibid., p. 242. 
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about their instructions and make a determined eflFort to improve them 
can the limitations of language be at least partly overcome. 

One or two rules of ordinary good English can also be used in 
administrative communication. These are: (1) Use short sentences 
with a minimum of qualifying phrases and clauses; (2) eliminate too 
many "big” words with long prefixes and suffixes; and (3) use a more 
personal style. In order to carry out these rules the writer of an official 
communication must use active verbs, avoid repetition, stress the rule 
rather than the exception, and shun negative statements. Mr. Flesch 
has illustrated the employment of these precepts by suggesting that 
the Forest Service manual might start like this: 

Suppose one of tlie permanent employees behaves or works so badly lliat 
he has to loav(' the Dcpartmenl, but you have no grounds for dismissing 
him. Here is what you do; 

Fiist ask him whether he wants to resign. If he does, write him a 
letter. . . . 

A Two-way Flow 

Some administrators fall into the error of believing that communica* 
tion is a one-way matter, that it consists of receiving iristrvictions from 
above and of passing them along below. This is far from the case. 
Communication is a two-way flow of instruction and information. In- 
deed, it is no exaggeration to say that the flow of information upw^ard 
is the more important. For purely technical reasons it is essential for 
management at high levels to know the conditions and situation which 
coj^ifront those who are expected to carry out its instructions. David 
Lloyd George, Prime Minister of Great Britain during World War I, 
was bitter in his comments about the conduct of the Chief of the 
Imperial General Staff and the Comniander-in-Chief of the British 
Expeditionary I'orcc. He chargeo, for example, that the Passchendaelc 
failure of 1917 occurred in part because' the officers in general head- 
quarters knew nothing about the actual fighting conditions at the 
front in the mud.*" It is inexcusable for top management in any enter- 
prise to be ignorant of the actual conditions which confront subordi- 
nate officials in the ext'cution of their instmetions. Unless information 
flows back constantly to top mana^^ernent, and unh'ss top management 

^ Ihid., 13. 244. 

» Lloyd George’s exteihsive comments about the Passc4)endac'le offensive of 1917 
have becomes a classic in the literature of civilian-militar\' relations on nmttcrs of 
military strategy. E\'en with allowances for the bitterness with which he attacks 
his two principal military advisers, he has much to say of great interest to any 
student of management. See the War Memoirs of David Lloyd George (Boston: 
Little, Brown, 1933), especially vol. IV. 
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understands the nature of that information, communication does not 
take place. 

In military operations “intelligence” is regarded as one of the most 
important and specialized functions of command. Upon such informa- 
tion most tactical orders are based. And the determination of strategic 
objectives depends in good part upon accurate assessment of informa- 
tion about the enemy. The flow of battle intelligence from front line 
to command post to headquarters is just as important as the flow of 
orders downward. No communications system in its broader sense 
can be any better than the information which precedes the command. 

Communication means shared understanding of a shared purpose. 
The flow of information from subordinate officials is important in 
enabling toj) management to determine whether communication has 
actually been achie^^ed. In the official investigation of our military 
disaster suffered at Pearl Harbor on Dec. 7, 1941, it emerged that a 
failure of communication was largely responsible for the lack of 
adequate preparation to meet the Japanese attack. The final report of 
the inquiry states: “The simple fact is that the dispatches were not 
properly interpreted.” ® Washington headquarters believed that the 
Army and Navy commands in Hawaii had been properly alerted to 
the possibility of attack and did not realize from the return acknowl- 
edgments that the instructions had not been fully comi>lied wdth. 
Responsible officers in the field and in Washington w^erc subsequently 
relieved from their administrative positions because of this failure in 
adequate communication, ^ 

An important factor in communication is common experience. One 
argument for the proposition that top administrators should come “up 
the line” of hierarchical duties is the capacity such experience pre- 
sumably provides for understanding the motivation and circumstances 
of those to whom instructions are given and from w^hom information 
must be received. It is debatable whether common experience is neces* 
sary in order to give rise to similar ideas and attitudes, but there has 
been a long-continued assumjption that this is so. Probably deficiencies 
of experience within an organization can be adequately compensated 
by a real endeavor to learn about the nature of the work and about 
the people who perform it. But this means positive measures to 
strengthen the flow of information upward and to learn from personal, 
firsthand contact what the various groups of an agency are doing 
and what they are thinking. 

® Report of the Joint Committee on the Investigation of the Pearl Harbor Attack, 
79th Cong., S. Doc. 244. 1946, p. 255. 
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Human Relations Aspects of Communication 

Obviously communication depends upon a will or desire to com- 
municate. There are persons in high places in some organizations 
who assume the attitude that they know all there is to know. They 
are not interested in what others have to tell them. Such persons often 
assume further that the less others know about the operation the 
better. Tliis paternalistic attitude of “papa knows best” and “what 
others don’t know won’t hurt them” is commonly found. As a result 
such administrators make a minimum effort to communicate with 
others. They give instructions and expect unquestioning compliance. 
They believe that administration is not a cooperative group effort 
but merely a machine whose parts can function with little or no 
comprehension of the whole. When sentiments such as these moti- 
vate management, communication does not exist in an organization. 
There is no will to communicate. 

Moreover, this lack of a desire to achieve mutual understanding 
may occur at lower levels of an organization. Subordinate officials 
may feel that their superiors are not interested in their work, or they 
may even have ulterior motives for concealing their actions from the 
“boss.” Top management can overcome this kind of attitude only 
by strenuous efforts, sometimes including a change in personnel. 

Another situation which may arise is that of an official reporting 
only information he believes his superiors will want to hear. Some 
administrators are fearful about reporting a mistake, or of conveving 
an accurate impression of the real situation they confront. They think 
that any difficulty they face may be an indication of personal in- 
capacity, or they learn from experience that the boss wants to hear 
only good news. It is not easy tell a person of great pow’cr and 
influence the truth unless you a'e certain that he v^ants to know’' it 
whatever the consequences. As a subordinate once remarked to the 
Roman emperor Hadrian, “Sire, who am 1 to disagree with the master 
of thirty legions?” If an administrator wants unedited information 
and reactions from his associates and In^ subordinates, he must en- 
courage them by positive m(‘an: to tell him the full truth as they 
understand it. This is usually one of the hardest lessons for an admin- 
istrator to learn. Sycophancy is an age-old disease in human organiza- 
tions where a few persons wield great power over the lives and 
fortunes of others. 

Another barrier to effective communication arises out of differences 
in perception of a problem. This also was well illustrated in the Pearl 
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Harbor disaster. The local commanders in Hawaii thought that the 
danger against which they should be on guard was sabotage. The 
islands have had a mixed population drawn from many areas of the 
Pacific, and some of the Japanese living there were suspected of 
working with the Imperial government. The fear of sabotage was a 
long-standing one in the Hawaiian Islands. With the collapse of our 
diplomatic relations with Japan, American officials were sure there 
would be a violent upsurge of local dissident groups, and they had 
taken a number of precautions against this possibility. This, however, 
proved to be an entirely erroneous conception of the danger. The 
warning the Washington headquarters of the Army and Navy were 
trying to convey was the danger not of sabotage but of direct military 
attack. Washington knew of the presence of a large Japanese naval 
force in Pacific waters and was certain it was about to attack. Wash- 
ington did not know the intended target but suspected the objective 
would be Hong Kong or Malaya. Here they were wrong. But the main 
fact was that the local conception of the danger was very different 
from the headquarters conception, and yet this difference was not 
clearly understood. 

Local situations such as that in the Hawaiian Islands may lead local 
administrators to have a very different idea about the nature of a 
problem from that which other offices have. These diffe^rences are 
often quite important. Thc.y may also be well founded. A large or- 
ganization with duties covering the United States as a whole must 
understand geographical differences. There are .substantial variations 
in local temperament, tradition, and resources within the United 
States. These must be fully appreciated if effective communication 
between central offices and field offices is to take place. When Ameri- 
cans take on administrative activities overseas, then the differences 
in outlook and tradition become a major factor indeed. Communica- 
tion in large measure must dej^end upon the extent to which head- 
quarters and field personnel understand these differences and make 
positive efforts to accommodate them. 

There is yet another factor in the human relations of communica- 
tion. Barnard has listed among the requirements for administrative 
performance that ‘‘channels of communication should be definitely 
known,” that a “definite channel of communication should exist to 
every member in an organization,” that the “line of communication 
should be as direct or as short as possible,” and that the regular chan- 
nels of communication should ordinarily be used.^® These admoni- 

Barnard, op. cit., pp. 175-180. 
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tions emphasize the importance of having an expected and accus- 
tomed system of communications within an organization. 

It is oversimplification to say of a complex organization, as we shall 
mention later, that every person should have one and only one super- 
visor. In practice there are usually two different forms of supervi- 
sion-specialized and administrative. But unless this factor is under- 
stood— unless organizational structure and the practices of supervision 
are clearly defined— it is difficult to achieve effective communication. 
Individuals in group relationships become accustomed to certain 
forms of behavior. They expect to receive instructions from certain 
designated persons. They build up a pattern of response to the usual 
practices of communication. There are dangers then in trying to 
“short-cut” this regular system. Of course, the organizational structure 
and the personalities who provide the anatomy and the blood stream 
of communication may be altered from time to time, but unless such 
a change is carefully prepared, there will be an interruption in the 
flow of commuiiicatioii. During the period that an organization ad- 
justs to new personalities, communication almost always suffers. 

Like so many aspects of administration, communication is a matter 
of people working together. Hence the people involved must under- 
stand the regular system of communication if they are to accord it 
the recognition it requires. The structure of a communication system 
cannot be hastily devised or casually interrupted if it is to meet the 
needs of the group. 

Finally, we must note tlic existence of “informal ' communication 
within any large organization.^^ Rumor and gossip are rampant in 
most social groups. Administrative organizations are no exception. 
One of the dangers in an attitude of management secrecy or pater- 
nalism is the encouragement it gi\es to rumor. In the absence of 
official information about rnanigemeiit desires and intentions, all 
kinds of unofficial sfories are bound to circulate. Most individuals 
working in an organization identity their personal welfare with that 
of the organization. They naturally experience a certain anxiety about 
their collective welfare and want some reassurance from time to time 
about the endeavor as a whole as well as their own part in it. A sys- 
tem of communication is importatit, therefore, in conveying definite 
instructions and information about the work of the organization. The 
only answer to gossip is fact. The more there is of formal communi- 
cation, the less theie will be of the infonnal type. 

To be sure, it is only fair to say that not all informal communica- 

Herbert A. Simon in his Administrative Behavior (New York; Macmillan, 
1947) stresses this aspect of communication, pp. 160-162. 
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cation is of the rumor or gossip variety. It is customary for persons 
working in organizations to become particularly friendly with certain 
other persons in the group. Past association, common professional back- 
ground, family, and other social contact-all these will bring a person 
in closer touch with some members of an organization than with others. 
A great deal of informal communication takes place through these un- 
oflBcial channels. One man receives an order which seems to him ill- 
advised or unclear. He may seek official reconsideration or explana- 
tion through the normal channels of communication. But more often 
a regional administrator or some other maiitigeinent official will use 
informal contacts in such a situation. He writes a letter to whom 
he knows in the central office, or he calls him on the telephone. He 
explains why the order does not fit his circumstances, or he asks what 
it means. This kind of informal or personal communication is useful 
in large organizations and certainly should not be discouraged. But 
there is danger in this informal practice; it can lead to modifications 
in instructions upon the initiative of one or two persons in an organi- 
zation without others knowing about the change. The more effective 
the efforts at full communication of information and instruction be- 
tween various elements of an organization, the less need will arise 
for informal channels of communication. 

We must assume that those who work together in an organizational 
enterprise will have greater loyalty to their group, greater enthusiasm 
for their work, and a greater incentive for accomplishment if they 
understand both the objectives they seek and the circumstances they 
confront. Management seeks to achieve this shared understanding 
of a shared purpose by the upward flow of information which it uti- 
lizes and by the downward flow of instructions announcing manage- 
ment intentions. To the (extent that the communications system is 
effective, it will enable an organization to achieve its ends through 
common understanding of them. 

The Major Elements of a Communications System^- 

A communications system has five major elements. The first of 
these is a communicator, the sender, speaker, issuer, or suggestcr of 
a communication. Ordinarily, the communicator in a government or- 
ganization will be management: the administrator and his assistants. 
In military command all orders and instructions are issued in the 
name of the commander, even when prepared by a staff member and 

12 In writing this part of this chapter, the author has relied heavily upon Charles 
E. Redfield, Communication in Management (Chicago: The University of Chicago 
Press, 1953). 
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never actually seen by the commanding general himself. There is 
much to be said for this practice. It preserves the appearance of single 
purpose and direction in a large organization, and when accompanied 
by a jjroper clearance practice it prevents the issuance of conflicting 
instructions. Certainly it seems desirable to have all communications 
properly authenticated so that there can be no doubt as to source 
or validity. 

The second element is a transmission procedure. There are various 
media for communicating messages in an organization, as we shall 
note later. But it is desirable to have a more or less roiitinized system 
for transmitting messages in order to ensure proper delivery and dis- 
tribution. Many offices have an official message center through which 
all but more or less personal correjspondeiice passes. This message 
center may be routine in operation, transmitting all messages received, 
or it may have certain review and clearance functions as well. Some 
central point for examining the content of instructions as they go out 
from an office is quite useful. Ordinarily, it is good staff work for a 
specialist in a large management group to clear the instructions he 
prepares with all his fellow si)ecialists who may have an interest in 
the subject. But sometimes because of haste or for other reasons this 
is not done. A central point of review can ensure adequate clearance 
of instructions, can identify matters which the administrator or his 
deputy ought personally to see, and can check for compliance with 
general policy on the issuance of instructions. A transmission center, 
of course, exercises control over certain media of communication, 
such as teletype, wiu’, radio, and mail. 

The third element is the form of the communication: an order, regu- 
lation, manual, letter, report, circular, ruling, or other designation. 
It is not unusual for an agency to have a variety of forms of commu- 
nication. Sometimes the variety is so great it becomes meaningless. 
Usually, forms of communication fall into three primary types. One 
is the official rule or regulation wdiich governs an agency’s relations 
with its clientele. These rules and regulations fix the general prac- 
tices each office of an organization is expected to enforce. A postal 
rule fixes the price to be charged for various types of mail or how 
mail is to be classified. A public-health regulation fixes the standards 
to be enforced by milk inspection. These niles and regulations must 
be known to all the employees of an agency if they are to carry them 
out. Second, there are various orders, circulars, manuals, and official 
letters which prescribe internal organization and procedures. These 
are the operating instructions of administration. Third, there are the 
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various informational media— the house organ, the training handbook, 
the periodic report, and other devices which are intended to convey 
the general tone of management. Each of these forms of communi- 
cation serves as a stimulus to achieve desired administrative behavior. 

The fourth element is the recipient. It is not always easy in a 
large organization to determine who should receive what communi- 
cations. The usual answer is likely to fall at the extremes of too few 
or too many. The ready solution is to say that every communication 
should go to all whose behavior is to be aflected by the iristiiictioii. 
Yet the number of these is not readily apparent. To solve the problem 
by restrictive distribution is to run the risk of communicating with 
too few. To distribute communications widely is expensive and over- 
whelms many persons with materials that do not interest them. Man- 
agement must give constant attention to its distribution practice in 
order to ensure that all who need instructions and information ob- 
tain them. 

Distribiition of communications in the public service has been com- 
plicated further in recent years as a result of our growing concern 
about internal security. We know that foreign nations, esi^ecially 
Russia, have maintained and probably continue to operate an elabo- 
rate espionage network in this country. Even when we arc not «at 
war, we are eager to preseive secrecy about many phases of adminis- 
trative work, as within the Department of State, the nationaf military 
establishment, the Atomic Energy Commission, the investigative 
agencies, and others. Many documents are therefore classified, and 
distribution is limited in order td reduce the danger that unauthorized 
disclosures may be made to foreign governments. But the practice 
may also prevent many persons in an organization from having access 
to information they could well use in the* course of their work, l^his 
particular difficulty simj^ly has to be borne in the interests of national 
security. 

The fifth and last eJement in a communications system is the desired 
response. Sometimes formal replies or reports are required as evi- 
dence of compliance with instructions. This is a part of supervisory 
practice and will be mentioned further in the next chapter. But un- 
less some definite efiort is made to determine whether instructions 
have influenced admin istiative behavior, the effectiveness of a com- 
munications system cannot be evaluated. Moreover, the response of 
the recipient of a communication begins the upward flow of necessary 
information in an organizational stmeture which is part of the two- 
way flow of the system. 
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Essentials of Communication 

It may be worthwhile briefly to mention some of the essentials in 
the content of communications which help to make them understood. 
Obviously it is desirable for all communications to be clearly stated. 
The reason for the decision, the desired mode of behavior, and the 
time elenicnt involved should all be so expressed as to convey precise 
information to the recipient. It is this standard of clarity which is 
most regularly violated in administrative communication. 

Second, communications usually should be consistent with the ex- 
pectations of the recipient. They should express what the recipient 
by virtue of past experience and advanced information believes he 
will be told to do. Certainly in the case of clear-cut and definite or- 
ders, the possibility of acceptance and performance is ordinarily im- 
proved if some preparation piecedes the communication itself. There 
are occasions when abrupt changes arc necessary, but these are diffi- 
cult to make unless change itself is expected. 

Third, it is desirable for communications to be adequate. They 
must convey enough information to stimulate the desired reaction 
but not overwhelm the rocij^ieiil. Most administrative organizations, 
as vvc‘ have said, have far too large a volume of communications. The 
N'olume itself becomes sc*lf-defeating; it makes communication in- 
adequate by sheer Inilk. In the field of mass communication repeti- 
tion is thought to be helpful. This is certainly not necessarily so in 
the fic'ld of administrative communication. Some interpretation and 
explanation of official instructions are required in many administratix e 
situations, but here again adequacy is a standard \xhich prescribes 
limits to tlic desirable volume. 

In the fourth place, commxinications must be timc'ly. They must 
be rcc'cived in sufficient time to permit the desired action. There* is 
little point in conveying obsolete information, and there is little use 
in reporting historical events unless it is desired to draw lessons from 
past experience or to base future expectations upon past achievement. 
There is little point cither in conveyuig instructions long in advance 
of desired action, since this may be a disnij)tivc force in current op- 
erations. Keeping iiistriictions up to a date is another time element 
which eomplicatc'S communication. Often instructions become quickly 
outdated, but when changes are made too ofto) the volume again 
is self-defeating. The author has known many agencies which tried 
to ke^p procedural instruction.s up to date by amendments, often is- 
sued in loose-leaf form. These are apt to be lost or separated from 
the regular material. Much more needs to be done to learn how to 
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achieve timeliness in official instructions. Timing is therefore a cru- 
cial factor in communications and one which management learns with 
experience to handle carefully. 

Fifth, communications should be uniform in nature for all who are 
expected to behave in a similar way. Discrimination in the amount 
of information and in the character of the instructions conveyed sug- 
gests favoritism or special privilege. Uniform behavior can be antici- 
pated only in the event of uniform instructions. 

In the sixth place, communications should be flexible. There is a 
strong tendency in most large organizations to prescribe desired be- 
havior of field offices in too much detail, leaving little if any discre- 
tion for the local administrator. In time, fop management usually 
learns that it is preferable to communicate broad purpose and general 
intent to subordinates and to leave a good deal of judgment to the 
individual. Of course, there are certain matters in government ad- 
ministration which must be handled in a commonly prescribed man- 
ner. Accounting practices, personnel compensation and procedures, 
the purchase and storage of supplies, transportation movement-all 
these and other activities are likely to be subject to fairly standardized 
procedures. Little flexibility can therefore be permitted. This is one 
of the difficulties with which public management must cope. But to 
the extent possible, commimicalions tend to be more effective if they 
are not too exacting in their detail and allow for adaptability to pecu- 
liar circumstances. 

Finally, communications should stimulate acceptance. We have 
previously noted that the fine art of decision making consists of issuing 
only orders which will be obeyed. Communication as the technique 
of conveying such decisions must therefore suggest acceptability. 
This is done in a variety of ways— by referring to previous agreements 
or understandings or by calling attention to the new circumstances 
which require new action. 

All these essentials of communication help to achieve a shared un- 
derstanding of shared purpose. To fail in observing these standards 
will usually result in a breakdown of the whole communications 
process. 

The Media of Communications 

The media of communication may be grouped into three major 
types: audial, visual, and audio-visual. The conference, the inspection 
trip, the interview— these are face-to-face media of audial communi- 
cation. The telephone, the radio, the intercommunication system, and 
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the public-address system also provide means of audial communica- 
tion. The more common media are visual, especially written commu- 
nications such as printed or reproduced orders, circulars, manuals, 
bulletins, forms, newsletters, and reports. But the visual media in- 
clude pictorial forms as well, such as pictures, photographs, maps, 
diagrams, posters, cartoons, charts, filmstrips, and silent motion pic- 
tures. There are also symbolic media of pictorial communication such 
as flags, insignia, and lights. In the third place, there are now increas- 
ing means of audio-visual communication, such as the sound motion 
picture, television, and personal demonstration. 

Each of these media has its usefulness. Each also has its peculiar 
advantages and disadvantages. By experimentation management 
learns what media are more effective for certain purposes than others. 
In many large organizations, moreover, management may have spe- 
cialists who help in deciding what media to use for what purposes. 
On other occasions outside consultants may be brought in to evaluate 
the media employed in the past or to help improve their utilization 
in the future. 

Certainly one guide for desirable management practice is the stand- 
ard of diversity. Too often management thinks that one particular 
medium is the only possible one, and more effective media arc ig- 
nored. With the wide variety of means of communication available 
to management today, some diversit)^ in practice is desirable. More- 
over, research in the field is tending to demonstrate that increased 
use of visual and audio-visual media increases the eflectiveness of 
comm unication. 

On the other hand, in the public service there are limitations of 
expense and propriety which must circumscribe the use of various 
media of communications. Our concern here is with internal commu- 
nication, not with public relations. Nonetheless, legislative members, 
newspaper editors and publishers, and others are always concerned 
about extensive use of media of communication by administrative 
oflicials. Legislators fear attempts to exert a good deal of pressure 
upon themselves, they are suspicious of attempts to aggrandize the 
status of the chief executive wuth a corresponding diminution in their 
own prestige, and they expect any top public-administration official 
to have political ambitions which he will try to advance in every way 
possible. Then of course there is always the matter of expense. The 
use of visual and audio-visual means of communication is expensive 
and for this reason is likely to provoke criticism. 

During World War II the Armed Forces had so much money avail- 
able for expenditure that it was possible to make use of practically 
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every means of communication except television in carrying on their 
work. Training manuals; training films; informational pamphlets, 
posters, and films; demonstrational devices of all kinds— all these were 
employed for internal communication. At one time a group of Con- 
gressmen were disposed to criticize a series of films entitled "Why 
We Fight” made to inform the soldier about the origins and trend 
of the war. The charge was voiced that the films were made for propa- 
ganda purposes to help reelect President Roosevelt in 1944. The criti- 
cism was properly answered and the films continued to be used. But 
war experience indicated that only under the most favorable circum- 
stances of sizable appropriations and crisis psychology does manage- 
ment in the public service have extensive discretion to use all availa- 
ble media for purposes of internal communication. 

Staff Conferences 

Because they are so important and common a means of internal 
communication, and because they are usually so mishandled, staff 
conferences deserve special mention. In so far as the internal activi- 
ties of management are concerned, there are two general types of 
conferences. There is the staff conference which brings together the 
administrator and his top-management associates and advisers. This 
we may refer to as the "management conference.” In the second place, 
there is the staff conference which brings together the top operating 
officials of an organization. In the public service this would usually 
be a conference of the department head with his bureau chiefs, and 
of the bureau chief with his division heads or regional directors. 
Such a staff conference we might call an “operating conference.” 

Conferences may be informal or formal. The usual difference is 
that an informal staff conference meets on irregular occasions when- 
ever summoned by the administrator and does not have any fixed 
participation. The administrator or an associate simply calls together 
those persons in the management group who arc concerned wdth a 
particular problem. They meet as often and as long as is necessary 
to resolve the question at hand. Or an administrator may call one or 
more operating subordinates into conference to go over some special 
matter. Such informal conferences of administrative staff are frequent 
in the management process. They are a part of the everyday workings 
of management. 

It is the formal conference device which requires special attention 
and consideration. The formal conference has a more or less fixed 
membership and it is expected to meet with some degree of regu- 
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larity— once a week, once a month, or at some other arranged time. 
The successful use of the formal-conference device depends in part 
upon decisions about membership and periodicity of meeting. But 
an answer to these questions depends upon the more basic matter 
of purpose of the staff conference. 

A good deal of thought in recent years has been given to the prob- 
lems of group meetings. Various formulations have been made of 
the conditions required for successful use of the conference technique 
of communication. For example, it has been suggested that confer- 
ences have three basic uses: (1) to gain awareness of a problem, 
(2) to help in problem solving where it is desirable to explore dif- 
ferent points of view and to reveal the extent of these differences, 
and (3) to gain acceptance and execution of a decision by explaining 
purpose and answering questions. Conferences may also be used 
to help promote a sense of unity among the management group at 
a particular level of the hierarchy, or among the various operating 
officials. Sometimes conferences are helpful in appraising personnel. 
They are useful, too, in encouraging an exchange of Information 
among administrative personnel. It may require a periodic formal 
conference in order to encourage a great deal of informal relationship 
which will ordinarily go on about the fringes and at the social occa- 
sions of a two- or three-day conference. 

These observations about the nature and purpose of a conference 
suggest certain conclusions about their use. Furthermore, the author 
draws here upon his own experience in the Army in handling staff 
and regional conferences for the Army Service Forces. 

First of all, a general, formal conference bringing together all chief 
management officials or all major operating officials on a regular peri- 
odic basis should be held only at infrequent intervals. In the Army 
conferences were held for all regional commanders once every six 
months; this proved often enough even in the midst of the pressures 
and changes of war. Headquarters staff conferences were held twice 
a month and might well have been reduced to once a month. When 
a number of people arc brought togellv^r on a periodic basis, they 
have an interest only in general matters. Therefore the discussion 
must be kept on a general level. General matters do not arise with 

Martin Kriesberg and Harold Guetzkow, “The Use of Conferences in the 
Adniinistrativc Process,'' Public Administration Preview, vol. 10 (Spring, 1950), 
p. 93. 

1“* Cf. John R. Campbell, Jr., “Tlie Twain Do Meet,” Public Administration Re- 
view, vol, 7 (Summer, 1947), p. 204. 
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such frequency and regularity that general conferences are needed 
on a stated basis once a week or according to some similar schedule. 

In the second place, informal conferences on a specific matter 
should be held as often as there is a problem to meet, but the partici- 
pation should be confined to those officials with a direct and imme- 
diate interest in the problem. Indeed, conferences are usually most 
successful when there is some very specific problem to be met and 
a solution is urgently needed. 

In the third place, a conference must be carefully managed. This 
means that the administrator who presides must keep the discussion 
on the subject, must refrain from dominating the discussion, must 
sense when agreement is reached and further talk is wasteful, and must 
be decisive. A well -managed conference means further a competent 
secretariat to arrange all the details of the meeting, record the agree- 
ments reached, and follow up on necessary action afterward. A con- 
ference should have an agenda prepared in advance if the participants 
are not otherwise advised of the purpose of the meeting. Any docu- 
mentary materials necessary to the discussion should also be distrib- 
uted in advance. Certainly an agenda is necessary for the chairman 
to use when a meeting actually gets under way. Minutes ought to be 
distributed afterv^ard. Whether or not there should be a verbatim 
record of a conference depends upon its importance. Many discussions 
tend to become repetitious and a full record is then verbose rather 
than pointed to major ideas and decisions. But even a skillful sum- 
marizer of a conference discussion may lose key phrasing of a prob- 
lem or a decision without a full record. 

Participation in a conference is always a troublesome issue. When 
a specific matter is up for consideration, any group which numbers 
much above twenty persons cannot carry on a very effective discus- 
sion. On the other hand, a top operating official with authority over 
an extensive operation cannot know all the details about a particular 
subject. He needs the presence of a few key associates who are spe- 
cialists in the matter under discussion. Yet if an official is permitted 
to bring too many of his aides, a conference may collapse from sheer 
numbers. 

At formal conferences on a periodic basis it is often useful to bring 
a larger number of j^eople together. Little discussion is then possible, 
and formal speech making becomes the usual procedure. Yet these 
large gatherings, if not too often repeated, have their usefulness in 
communicating broad, general purposes. 

Much that has been said here about conferences is also apjdicable 
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to committees.^® It is impossible for an administrator in a large or- 
ganization to operate without internal advisory committees. Again, 
it is useful to have only a minimum number of standing committees 
which meet at only infrequent, stated intervals in the absence of some 
special problem requiring their attention. Special or ad hoc commit- 
tees are useful for exploring specific problems and for recommending 
solutions, but such committees should have a fixed life and come 
to an end upon completion of their assigned task. 

Summary 

Communication is the blood stream of administrative organization. 
Management must constantly strive to improve the communications 
process as a means of ensuring a common understanding of organiza- 
tional purpose. Decisions which cannot be translated into action 
through effective communication are scarcely decisions at all. Manage- 
ment must accordingly be concerned constantly to ensure that its 
communications process with its various media actually achieve a 
shared understanding of shared purpose. 

On committees in general two little hooks are helpful, one hy L. Urwick, Com.' 
rnittees in Organisation (undated, reprint of an article); and ITarlcigh B, Treckcr, 
Group Process in Administration (New York: The Woman's Press of the National 
Board of the Young Women’s Christian Associations, 1946). 



CHAPTER 5 Supervision 


In the process of providing direction to the work of an administrative 
agency, planning is one step and communication of purpose is another. 
In time sequence the third step is supervision, the observation of 
results.^ Supervision entails two primary purposes. One is to achieve 
coordination among the component parts of an agency. Since broad 
program goals are usually divided in operation among sewcral differ- 
ent units of an organization, management must make certain that 
the parts proceed in concerted and harmonioTis adjustment one with 
the other. The second purpose is to ensure that each unit of an agency 
accomplishes the task each has been assigned. These two ends are 
promoted by a system or process of management supervision. 

At the outset of this discussion it is important to draw a distinction 
between what we may label "substyitivc supervision * and ‘‘technical 
supervision.” Our conccni in this chapter is with supervision of the 
substance of administrative operations, with supervision of the end 
product which an organization exists to achieve. In a later chapter we 
shall be concerned with supervision designed to improve the methods 
by which work is done. This is what we mean by “technical super- 
vision.” Dual supervision is characteristic of all large-scale government 
enterprises. Management has a dual concern to make sure that the 
basic purposes of the enterprise arc accomplished, and second to make 
sure that these purposes are accomplished efficiently. Necessarily, this 
dual interest is closely intertwined in administrative operations. At 
the moment we are concerned with the techniques by which manage- 

^ TJie same thought has been expressed in these words by an eminent French 
indiistralisl interested in management tecliniques: “To prepare the operations is 
to plan and organize; to see that they are carried out is to command and coordinate; 
to watch the results is to control.*^ Ilcnri Fayol, “The Administrative Theory in 
the State,” in Lutlier M. Gulick and L. Urwick, eds.. Papers on the Science of 
Administration (New York: Institute of Public Administration, 1937), p. 103. 
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ment exercises supervision over the substance of administrative opera- 
tions, over the end purposes of administrative endeavor. 

There are a number of common techniques by which management 
at one particular level of an organization may check upon the per- 
formance of subordinate units. These common practices may be em- 
ployed in many different agencies performing a wide variety of work, 
from public-health service or primary and secondary education to the 
collection of taxes or the conduct of foreign relations. There may of 
course be peculiar and individual techniques of supervision which are 
appropriate only to a particular kind of government service, but in 
government agencies there are certain techniques which are commonly 
used. 

THE TECHNIQUES OF SUPERVISION 

There are at least six practices or methods which may be systemat- 
ically employed in supervising the substantive work of an administra- 
tive agency. These are: (1) prior api)roval of individual projects 
before initiation hy an operating unit, (2) the promulgation of service 
standards, (3) budgetary limitation upon the magnitude of operations, 
(4) approval of key subordinate personnel, (5) a reporting system on 
work progress, and (6) inspection of results. 

Prior Approval of Projects 

In many kinds of work it is feasible to operate on a project basis 
within the broad framework of general purpose. This is true of public 
works activities, of investigative or police activities, of research work, 
and of many other forms of public activity. The broad planning of 
a river basin entails several different objectives and many individual 
work programs. Within these general purposes there are individual 
projects, such as development of recreational facilities at some par- 
ticular reservoir, the reforestation of a certain section or area of land, 
the elimination of a special source of water contamination, and many 
other items. In the Work Projects Administration of the 1930's, the 
Federal government agency ior providing employment to persons on 
public relief, there were many individual park, sewer, road, office 
work, milk distribution, and other projects which local units operated 
in order to afford the desired levels of employment. In any great re- 
search enterprise there are many individual phases or projects; thus 
one aspect of the development of the atomic bomb is experimentation 
with one process as against another of extracting uranium or of initiat- 
ing a chain reaction. 
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One might multiply the examples endlessly. It is clear that many 
types of government work involve the exercise of a good deal of oper- 
ating initiative in deciding exactly what to do within the limits of 
broadly planned objectives. Much of this discretion may be expressed 
in terms of specific projects to be undertaken as a means of accom- 
plishing the general goals of an agency. Top management may leave 
the approval of these projects to subordinate operating officials; or top 
management may decide that before a subordinate bureau or a field 
office starts some particular project within the over-all plans and in- 
structions previously communicated, it desires to approve individual 
projects. When this second step is taken, management sets up the 
supervisory technique known as “prior approval of individual projects.” 
Then the operating unit is not usually authorized to proceed with the 
work until the project has itself been approved. 

There are a number of reasons for requiring this prior approval of 
individual projects. In this way the approving level is able to obtain 
detailed information about the intentions of the operating unit. Man- 
agement thus learns how the general plans have been interpreted and 
how it is proposed to caiTv them out. If there is some misunderstanding, 
it can be corrected before w'ork is actually begun. If the general plans 
are inadequate to meet particular situations, modifications can be 
effected by approving the individual project. If instructions have not 
made clear the priorities and emphasis which top management vvislies 
observed, the aj^proval technique may be used to right the balance. 
Moreover, instructions can be less detailed when a central office knows 
that it will have an opportunity to comment about specific activities 
before they are undertaken. In addition, some top-management per- 
sonnel believe that they cannot formulate their intentions in advance 
with .sufficient definition to meet the situations they are concerned to 
have handled in a particular way. Hence they prefer to develop policy 
and objectiv^es as they go along, on a case-by-case basis. In order to do 
this top management must approve actual work projects before they 
are started. 

There are, of course, disadvantages to this approval process. It is 
time-consuming and may simply interpose delays in getting work 
under way. It may result in such a mass of paper w^ork in the central 
office that there is no time or personnel to think about major problems; 
everyone becomes absorbed in reviewing projects. Moreover, the vol- 
ume may become such that actual approval in the central office falls 
to a number of junior officials none of whom have had the experience 
or know-how of operating officials. This situation may well lead to 
personality clashes between operating heads and top management. 
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The review process may require a large staff and so increase personnel 
in a central oflBce. Finally, the requirement of prior approval of proj- 
ects suggests that top management lacks confidence in its ability to 
communicate general intentions to operating officials or distnists their 
competence and loyalty. 

Sometimes these disadvantages are mitigated by delegating au- 
thority to approve projects up to a certain limit to operating heads. 
Above that size top-management approval may be required. Thus, for 
example, during the war for a time local contracting officers purchas- 
ing military supplies might enter into contracts up to an amount of 
1 million dollars, but contracts above that amount required central 
office approval. Sometimes top management may impose the require- 
ment of central approval in order to curtail government action. After 
1943 the War Doxiartment ordered that no procurement bureau could 
enter into a contract to build a new industrial plant without prior 
approval, because the department desired to reduce all new construc- 
tion to a minimum and to facilitate the fullest possible utilization of 
all available industrial facilities in producing military supplies. 

Top management has to decide between these conflicting interests 
in setting up its supervisory system. At one time when an organization 
is new and just getting under way, project approval may be required. 
Then as an operation proce<Hls and as the central office gains confi- 
dence in the operating uitils, the requirement may be partially or com- 
pletely relaxed. When tliere is a large volume of work and speed is 
essential, central approval {)f projects may be undesirable. Or ap- 
proval may be more or less routine, the requirement being instituted 
or retained simply as a means of impressing the seriousness of its 
responsibility upon the opoTating office. On the other hand, when the 
volume of operations is small, and the top-management intention is 
to contract the work load even further, then the requirement of central 
office approval may be introduced and caiefully enforced. 

An interesting contrast in administrative attitudes about supervisory 
techniques occurred iu the proeurcuK nt operations of tlie War and 
Navy Departments during World War II. In the War Department the 
top staff develo]:)ed detailed procurement regulations which set forth 
general policies on pricing and on letting of contracts which were to 
govern the actual purchasing operall^ms of eight procurement bureaus. 
But the legal adviser and the other staff officers setting purchasing 
policy were not interested in reviewing all contracts before they were 
signed, nor did they feel that this action was necessary in order to 
ensure observance of the procurement regulations. On the other hand, 
the Office of the General Counsel in the Navy and another office con- 
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cemed with supervising procurement operations decided that they 
wished to review every contract before it was signed by one of the 
seven procurement bureaus. In actual practice this meant that one or 
more persons from the top-management staff actually participated in 
the process of negotiating contracts so that when the time came for 
approval, the review was expedited. 

It is not easy to say which one of these methods resulted in more 
general compliance with top-management policy and instructions on 
purchasing. The much smaller number of large contracts let by the 
Navy probably made the Navy system feasible for that department, 
and the larger number of contracts let by the War Department prob- 
ably made its method necessary under wartime conditions. Certainly 
the top-management staff of the War Department never sensed that 
its supervisory duties had been impaired because it did not actually 
approve individual contracts before they were signed. 

Service Staiidarcls 

As a second technique of supeiwision, top management may estab- 
lish certain standards as targets for the proper performance of the 
work of an agency. This is a method of guiding and of evaluating the 
quality of administrative work. The service standard bc'comes a means 
for determining how effectively an operating agency is doiag the 
job assigned to it.^-' 

During World War II the Army Service Forces, the supply and 
service command of the War DepcU’tmeiit, introduced a system which 
it termed “service control,” or what wc ha\'c heie termed “service 
standards.” This system set forth “service objectives” to guide operating 
agencies in the performance of their duties. For example, the purchas- 
ing offices were given from 10 to 20 days in which to prepare all 
papers for payment of supplies after date of delivery. The disbursing 
officers were given from 24 to 48 hours in which to pay supply bills 
after receipt of the correct voucher from the procuring office. Main- 
tenance shops were given from 1 to 3 days in which to repair all 
wheeled vehicles. Where overhaul of heavy-duty trucks was involved, 
the service standard was from 3 to 14 days. Personnel stations receiv- 
ing men from the Selective Service System for Army duty were given 

2 Peter F. Drnckcr has comnicuted about the importance of an ‘‘objective yard- 
stick” whereby the top staff of General Motors evaluates tlie work performance 
of the operating divisions. The yardstick employed consists of two sets of measure- 
ments: (1) base pricing, which indicates economic efRciency as a producer; and 
(2) competitive market standing, which indicates efficiency as a seller. See Con- 
cept of the Corporation (New York: John Day, 1946), pp. 63-71. 
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from 12 to 72 hours to complete all procedures necessary to induct a 
man into the Army. A disposition board at a hospital considering the 
return to military duty or the discharge of an officer from the service 
was given from 48 to 72 hours to reach a decision. Purchasing offices 
were given from 3 to 5 days to issue a procurement order following 
receipt of a procurement directive. Post exchanges were directed to 
fix their prices so that their profits ranged between 3.5 and 6 per cent 
of gross sales. Control points at ports receiving supply requisitions 
from troops overseas w^ere given 1 day in which to hold the request 
l)efore sending it on to the depot with instmetions to ship to the port 
for loading. Depots were given 13 days in which to fill an overseas 
supply order. A time schedule of from 3 to 5 months was even fixed 
for the complete process of producing a training film. 

Service standards are necessary in government in order to ensure 
that work is done promptly and properly. In any large organization 
there is likely to be a definite tendency to establish routines which 
become more important than rendering service. Only if a constant 
standard is set up for the performance of the work itself can the in- 
clination to procrastination and delay be overcome. 

The Post Office fixes service standards in the delivery of the mails. 
The Treasury Department fixes standards in the review of income-tax 
returns and the refund of overpayments. The Veterans Administration 
fixes standards in the recording of premium payments on national serv- 
ice life insurance. The IVirest Serx icc has certain standards for respond- 
ing to a fire alert, and a local welfare office may fix standards for 
completing the investigation of an applicant for relit f assistance. 

There are very few phases of governmt'iit operation which arc not 
susceptible of definition i.. teims of some sort of service standard. To 
be sure, such standards cannot be fixed by guesswork; they must be 
determined in the light of experience and must be attainable in actual 
practice. Yet standards which do not represent best practice or desir- 
able practice are meaningless; service standards must be a challenge 
by which work procedures can be constantly measured. 

The .scr\^icc standard, moreover, informs the operating office what 
quality of work performance will be regarded as satisfactory. The 
management of the operating unil c an thus know in a general way 
whether or not it is doing its job as expected. The standard is fairly 
exact and concrete; it is "objective” in nature and mitigates the per- 
sonal factor in judging the quality of an operation. Standards are not 
self -enforcing. Compliance must usually be determined either by a 
reporting system or an inspection system, but standards conversely 
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serve as useful tools in making both reports and inspections meaning- 
ful. 

Tlie determination of service standards, like most administrative 
practices, can be too exacting. The problem of the service standard is 
to locate the key elements of a job and to fix a level of performance 
which will help ensure the desired quality throughout an entire opera- 
tion. After all, the purpose of the service standard is to encourage 
operating units to do their jobs properly and as promptly as possible. 
There is a constant struggle in the public service between doing it 
“right” and doing it promptly. The service standard can serve as a 
positive inducement to government employees to get work done with- 
out undue delay. 

The Work Budget 

Still a third technique in management supervision is to make budget 
allotments which will fix the magnitude of the work to be done by 
an agency in a given time period. The amount of money allotted to 
a road construction project determines how much work can be done 
in a given six- or twelve-month period. The amount of money allotted 
for a research project will determine in a general way how much can 
be done, say, in the investigation of heart disease. The amount of 
money allotted for repair of buildings will determine in a general way 
how much maintenance work can be done at a hospital. • 

The advantage of this technique is that it enables top management 
to fix certain limits to the work to be done but leaves the decision 
about actual operations to the operating unit. The work-budget allot- 
ment is then a method of delegating authority and of encouraging 
local initiative while still retaining a central control over the magni- 
tude of the work as a whole. 

In government where budgetary limitations are always a primary 
factor in fixing the magnitude of work to be done, the work-budget 
allotment is necessarily a frequently used technique for supervising the 
work of operating units. 

Approval of Key Personnel 

Another kind of supervision which a central office may exercise over 
a subordinate operating unit is to require that all appointments of 
key personnel by the operating head shall be subject to prior approval. 
This practice is often necessary in a particular form of organization 
where a field-oflSce manager directs a variety of activities. The special- 
ists in the central office who supervise particular phases of this field 
work usually want some assurance that the manager will appoint 
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competent people to handle their special interest. The practice is to 
leave discretion in the hands of the field manager to select his assistants 
but to require that his selections be acceptable to top management. 

Thus in the Army when one function, the recruitment of officer per- 
sonnel from civilian life, was jjlaced under the general direction of 
regional field commands, the stipulation was made that the selection 
of the person to head this activity in each region had to be approved 
by the central office staff which directed and supervised the work. In 
this way the central staff made sure that no one was appointed in the 
field to take charge of this work who did not meet its standards of 
competence. 

In large organizations staff specialists are always concerned to en- 
sure that those with corresponding duties at the lower operating levels 
are qualified to do the work as they wish it done. We might presume 
that no operating head would select associates who could not do their 
work properly. But staff specialists are not always satisfied with this 
kind of assurance. They want the more direct control which the re- 
quirement of top approval of key personnel affords. 

In school administration, the central office may decide that no prin- 
cipal shall designate a head janitor in a building without central 
office approval. This enables the cential office unit supervising build- 
ing maintenance to decide whether the individual in question would 
be a good man to take charge of maintenance in that particular build- 
ifig. If the central staff thinks not, it may suggest to a principal that 
lie consider a man working in another school. The choice is still that 
of the local principal, but the choice is guided to help ensure compe- 
tent performance. 

This kind of supervisory authority can be used helpfully to enable 
an entire organization to do its work better and to help achieve the 
personal basis of communication among various levels which is so im- 
portant in carrying out an agency’s purposes. In large-scale enterprise 
the power of approval may well be necessary in order to obtain satis- 
factory relationships among specialized elements of the organization. 
The power to apx^rove key personnel in operating units can also be 
disruptive if top management is arbitrary in disregarding the prefer- 
ence of the oi^eratiiig heads. 

Reports 

A standard practice in supervision is to require operating units to 
submit periodic or special reports about their activities. These reports 
may be narrative or statistical; they may embrace the broad scope of 
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all major activities, or they may be confined to a few essentials; they 
may emphasize achievement or deficiencies in performance. 

It is important to differentiate between a system of internal manage- 
ment reporting and public relations. We are not concerned here with 
that reporting which is intended to inform public groups about the 
work of an agency. We are interested only in that reporting whose 
purpose is to inform management. This means that an internal report- 
ing system should be devised only to provide that information which 
management needs to know at the time when management needs to 
know it. These are the two essential requirements of an adequate man- 
agement reporting system. 

It is not at all unusual for top-management units in an organization 
to set up a reporting requirement which includes much information 
beyond that which the particular unit needs to know for its work, or 
more than top management needs to know in order to determine if 
the operating unit is doing its job. One of the major changes desirable 
in many government agencies is to cut down on the volume of internal 
reporting. To weed out unnecessary and unused reports is one way to 
reduce this volume. Another way is to abandon certain reports when 
they are no longer useful. Often a rejDort is requested by a top staff 
because it needs the information at that particular time. But the report 
may continue in existence long after the need for the information has 
ended. Only concerted and determined effoii: can eliminate unused 
and unnecessary reports. 

During World War II the Army Service Forces of the War Depart- 
ment instituted a rigorous review ctf all existing reporting requirements 
and was able in a three-year period to eliminate upward of 3,000 dif- 
ferent periodic reports. At the same time a central control was estab- 
lished which prevented any staff unit from creating a lu'w report to 
be made by an operating unit without appioval of the control point. 
Indeed, operating units were instructed not to fill out or respond to 
any request for information unless the request bore an official approval 
symbol. In this way it was possible to cut down on duplicating de- 
mands for information and sometimes even to combine requirements. 
It was also possible to insist that a top staff had to demonstrate to 
another group a real need for Information before a new report could 
be established. 

More and more internal management reporting in government ag(m- 
cies tends to be statistical in nature. This is so important a subject 
that we shall take it up in more detail below. Statistics have become 
a major tool in management supervision. The use of statistics depends 
upon an important prerequisite, that the major activities of an agency 



Supervision 107 

be susceptible of enumeration. If activities or the results of activities 
cannot be counted, then statistical reporting is impossible. Moreover, 
the activities to be enumerated must be meaningful. 

Most statistical reporting is concerned with progress, that is, with 
indicating over a time period a trend in performance. Production out- 
put is usually reported on a monthly basis in order to indicate com- 
parisons month by month in achievement. Statistics about the inci- 
dence of disease indicate to a health service whether or not it is suc- 
ceeding in reducing morbidity. Statistics on fire loss may suggest the 
quality of both the fire-prevention and the fire-fighting service in a 
communit}^ over a period of time. The whole idea of improvement or 
achievement in \'arious services is closely tied in with statistical evi- 
dence of progress. 

Bat many reports are narrative rather than statistical in character. 
When an operating unit is asked to explain a troublesome situation or 
to answer some complaint about its work, the expected report will be 
primarily narrative in content. Moreover, the qualifying factors which 
underlie statistical enumeration can be indicated only in a narrative 
report. It is a mistake to believe that statistics have eliminated the 
need for the written word. Indeed, statistics simply evidence certain 
results; figures do not answer the questions “why” or “how.” The nar- 
rative report is then a lu'cessary supplement to the statistical report. 

Much reporting (‘ffort tends to revolve around troubles and difficul- 
ties. This often creates the impression that reports are a device for 
belaboring harassed operating officials, for criticizing and requiring 
justification. To be sure, top-management personnel seldom spend 
time in passing out compliments. An agency which is self-satisfied is 
usually a poor agency. But a reporting system can be used to encour- 
age and row^ard cflort as well as to criticize, a factor wdiich is often 
overlooked in the human relations of group cflort. 

Inspection 

Beporting as a supervisory technique is usually supplemented by 
some inspection juactice. In whatever form and at whatever intervals, 
the WTitten report submitted by the operating unit can never ade- 
quately replace the usefulness of personal, firsthand acquaintance with 
the work. Indeed, the wiitten report not a substitute for inspection. 
The two arc complementary practices for the same puri:)ose: to convey 
information to superiors and to help supervisors obtain an understand- 
ing of the situation confronting operating officials. 

The problems in creating and maintaining an effective inspection 
system are several. Sometimes inspection has been looked upon as a 
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specialized management function rather than as a technique of super- 
vision. This point of view is based primarily upon two arguments. One 
is that the task of making inspections at field offices calls for a special 
knowledge and capacity in investigating the work of these offices. 
Therefore, only persons with this particular ability should be assigned 
to such duties. Second, it is argued that unless inspection work is 
treated as a single function, management personnel will be descending 
upon operating officials in droves. The poor operating officials will 
be constantly entertaining “visiting firemen” or “parachute jumpers,” 
as the traveling supervisors from headquarters staffs are often called. 
In order to protect the field offices, the argument goes, inspection 
activities should be restricted to a single staff office. 

There are counterarguments which deserve equal consideration. For 
one thing, it is important to distinguish between inspection work and 
investigation work. They are quite different from each other. As we 
hav^e previously noted, the purpose of inspection is to acquire infor- 
mation. It helps to clarify management purposes and intentions. It 
helps acquaint top management with the operating problems facing 
subordinate levels of management. It helps build personal relation- 
ships of mutual acquaintance and confidence. The purpose of investi- 
gation, on the other hand, is to inquire into some alleged or suspected 
incident of an abuse of management authority. It is concerned with 
possible wrongdoiiig, often of a criminal nature, such as maluse of 
funds, falsification of papers, discrimination against some individual 
or group in an agency's clientele, or similar malpractice. 

There seem to be good reasons why an investigative staff, when 
one is necessary in a large agency, should be carefully selected and 
trained for just that kind of work. Criminal investigation has become 
a fairly well-recognized function. Many administrative agencies, when 
confronted with charges or suspicions of improper behavior by some 
of its personnel, make only sufficient inquiry to verify the need for 
an investigation. Then they call in appropriate law-enforcement offi- 
cers to make the formal investigation. To maintain a full-time investi- 
gative staff in most individual administrative agencies appears to be 
wasteful and destructive of morale. It implies that top management 
is convinced that part of its staff will be made up of crooks and that 
everyone will be under constant surveillance in order to keep them 
on the path of proper conduct. Occasionally, a government agency 
may be justified in adopting this kind of attitude toward its staff. But 
if any large amount of malpractice does occur, it is a reflection upon 
the personnel practices and top leadership of the agency. 
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Sometimes department heads in government find themselves in a 
position where a large proportion of the personnel of their agency 
has been recruited on political recommendation. The loyalty of these 
employees is not ordinarily directed to the agency or the top depart- 
ment staff but to the local political leaders who got them a job. Under 
these circumstances it is easy to understand why a department head 
should feel the need for the personal protection afforded by an in- 
vestigative staff loyal only to him. As political influences in job recruit- 
ment lessen, and as the moral standards of public officeholding rise, 
the need for this kind of top-management pi otection should diminish. 

However, investigation to deter or detect wrongdoing is very differ- 
ent from inspection to check compliance with instructions and to ad- 
vance working relationships between central office and operating units. 
Inspection activity is an essential part of the whole process of super- 
vision and is an integral part of the work of any specialized group in 
a top-management staff. Thus, the personnel staff will inspect the per- 
sonnel practices of operating offices, and the budget and a^‘Coiinting 
staff will inspect the fiscal practices. No matter how the substantive 
concerns of the top staff are organized, these specialists will necessarily 
inspect their particular phase of the work as performed by the operat- 
ing officials. No one person or group of persons can be expert in all 
the wide range of interests which characterize the specialization of a 
modern top-management staff in a large agency. lienee it is almost 
impossible to have a single group trying to make inspections for all 
parts of the staff. The specialists need to know what is happening 
within the optTating units they help to supervise, and inspection is just 
one of the important me^ans they have for building up their supervisory 
relationships. Accordingly, there is good reason to regard inspection, 
not as a separate management function, but rather as an inseparable 
part of the entire process of supei ision. 

In so far as the plethora of “traveling firemeir is concerned, this is 
always a real management problem. But it can be handled in a variety 
of w^ays without centralizing all inspection work in one group. Travel 
funds in the public service are usually liu'iitcd, and at best only a 
small amount of visiting can be done by a lop-inanagement staff. This 
is one very real deterrent to an exce^.. of inspection actixnty. Moreover, 
a scheme of clearing with the dei)uty administrator or the executive 
officer of the management staff all staff intentions to visit particular 
offices can prevent too many persons from going to the same place 
at the same time. Many management staffs in government agencies 
have found it useful to set up a regular schedule for making inspection 
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trips, and an excess of persons in any one place at any one time is thus 
avoided. 

There is much debate among administrative personnel about pref- 
erable inspection practices. Should inspection be scheduled to occur 
at periodic intervals and should operating officials be informed in 
advance of an impending inspection visit? Wlien this is done, there 
is the danger that special efforts will be made by the field oflBce to 
put on a “good show*’ for the visiting “brass.” Under these circum- 
stances it is doubtful whether the top staff learns much about the 
everyday methods of operation. Should the same person make an 
inspection trip to the same place time after time? When this is done, 
there is the likelihood of a growing personal friendship between the 
top staff and the operating official which tends to diminish the possi- 
bility of critical examination of the latter’s performance. Should in- 
spections be highly formalized, with careful advance preparation and 
the use of systematic check lists of items to be examined? When this 
is done, there is the danger that inspections will become so highly 
routinized that many emerging problems will be overlooked. On the 
other hand, inspections also should be something more than casual 
visits for purely social purposes. Should inspections be made in groups 
or teams of staff experts? When this is done, there is the danger of 
tying up the work of all key personnel of an operating agency at the 
same time. Moreover, group visits tend to become formalized^and to 
discourage close, individual contact between top-staff and operating 
offices at the time when specific problems arise. Yet when singki indi- 
viduals at different times visit an g-gency, they do not have the advan- 
tage of mutual discussion of impressions and problems. 

Experience must answer questions of this sort for most administra- 
tive agencies. Some experimentation and varied practice for varied 
phases of operation may be desirable. Exercising judgment a1)Out such 
matters as how to make inspections purposeful and helpful is part of 
the job of management. 

QUANTITATIVE C:ONTROL 

The role of enumeration, of reporting the magnitude of adminis- 
trative operations, has become so important a part of management 
today that it deserves some special words of comment. But the (em- 
ployment of statistics is something more than the relatively simple 
business of providing and using numerical information. It involves 
also interpretation of the meaning of quantitative data, that is, the 
conclusions about the inference or probabilities for future behavior 
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which past performance suggests. More and more it is becoming 
apparent that the administrator of modern enterprise and the present- 
day student of the social sciences must acquire some understanding 
of statistics. 

A few paragraphs cannot provide an elementary treatise in statistics, 
but we can outline the essential phases of the subject with which man- 
agement in the public service must be familiar. On this subject, as on 
so many, a basic distinction must be understood at the very outset. 
One of the end purposes of a number of go\'ernment agencies is to 
obtain and publish statistical data about various aspects of our society. 
The best known of these agencies is the Bureau of the Census in the 
Federal government, our greatest statistical-collecting effort. Some of 
the other agencies engaged in this proct'.ss are the Bureau of Agricul- 
tural Economics, the Bureau of Labor Statistics, the National Office 
of Vital Statistics, the Bureau of Mines, and the Office of Education. 
In 1949 these statistical activities in the Federal government had obli- 
gations amounting to about 42 million dollars and employed over 
10,000 persons. There are also a number of regulatory agencies like 
the Interstate Commerce Commission and the Securities and Exchange 
Commission which obtain much information from certain groups 
which is then made available to the public.'* 

We are not concerned here with the problems of fact gathering 
from the public or with the analysis and publication of data useful 
to the general public. This has been a long-recognized function of 
government and one of great importance to many different people. 
This is a substantive operation of government, one of the end purposes 
or functions of government service— to collect and publish statistical 
data. I low extensive such work shall be is a basic issue of public 
policy. Nor can w’c pause here except to mention such problems as 
excesswe distribution of questionnaires to business and others, dis- 
agreements about the analysis of data, or even the dancer of statistical 
misrepresentation. These are all important matters, but must be con- 
sidered in the cx)ntext of the statistical function of government. 

Our concern here is with statistical data collected within administra- 
tive agencies and used by management. Sometimes these data may 
be useful to others outside government, such as tax data collected by 
the Bureau of Internal Revenue or employment and wage data arising 

^ See Frederick C. Mills and Clarence D. Long, The Statistical Agencies of the 
Federal Government (New York: National Bureau of Ivconomic Research, Inc., 
1949). This is an enlarged version of a task force report submitted to and published 
by the Commission on Organization of tlie Executive Branch of the Government 
(1949). 
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out of the work of the Bureau of Employment Security. Our interest 
centers upon data provided from within an organization and necessary 
to the management of an agency. 

A great deal of internal administrative reporting is a matter of 
enumeration. Field offices are expected to keep an accurate count of 
their w^ork load, whether it be the number of automobiles inspected, 
the number of families approved for public assistance, the number of 
school children in attendance, the number of tanks shipped overseas, 
the number of visitors entering the United States, the number of tax 
returns filed, or the number of men enrolled in the Armed Forces. 
Records are kept which set down an exact count of each such instance 
or case, and from these records a daily, weekly, or monthly total is 
entered into a prescribed report form and forwarded to a higher office. 
These figures may be consolidated at intervening levels of manage- 
ment until they reach the apex of the management hierarchy. In the 
internal operation of government administrative agencies the use of 
sampling data to report the magnitude of activities is not too common. 
Sampling techniques have been developed in studying the distribution 
of incomes as reported by taxpayers to the Bureau of Internal Revenue 
and even in deciding what tax reports to subject to detailed review. 
These techniques have been used also for guiding the enforcement 
work of the Wage and Hour Division of the U.S. Department of 
Labor. But in most operations with which the author is familiar man- 
agement statistics are definitely a matter of counting, not estimating. 
To some extent perhaps it might be worthwhile to experiment more 
with the possibility of sampling ajJ a means of reporting the magnitude 
of current administrative activities. This is a matter for careful study. 

Sampling is being used more and more, in government service as 
in industry, for what is known as "quality control.” Here the purpose 
is not to determine the magnitude of operations; that may still be a 
matter of actual count. Rather, statistical quality control is concerned 
with indicating the quality of performance in some repetitive type of 
work, such as processing wage records, recording data on punch cards, 
or packing materials for shipment In order to make sure that every 
item has been properly done, the supervisor may inspect each one. 
This is time-consuming and hence costly. If a sampling factor can be 
established whereby inspection of one out of six boxes of rifles packed, 
for example, indicates the quality of performance, then the amount of 
time involved in inspection is reduced and necessary corrective action 
can be started without examining every box. Statistical quality con- 
trol has been applied in industry to such processes as production de- 
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sign, inspection of delivered materials, and the output of production 
lines. It can be equally applicable in government work to any mechan- 
ical or repetitive process. The savings realized from sampling in place 
of 100 per cent inspection can be substantial.^ 

We have already mentioned that the management purpose in report- 
ing is to obtain information. This information may be needed for two 
reasons. One is the desire to have accurate data about work load and 
about progress in meeting work goals, where these latter have been 
expressed in quantitative terms. These data are obviously necessary 
in order that management may follow work performance and make 
such adjustments as seem desirable to equalize work or to expedite 
the service performed. But there is a second management use for 
internal operating statistics. This is the analysis which may be useful 
in guiding future action. Knowledge about the probabilities of future 
work load or about the probabilities of change in the characteristics of 
work done is vital to the operational planning of management. 

Statistical data are of little use to management unless carefully 
presented. The standards of statistical presentation today are quite 
elaborate. In essence there are two methods of presentation, tabular 
and graphic. Each has certain requirements. In tabular matter, it is 
essential to present material with due consideration for purpose, im- 
portance, and clarity. More detailed standards govern the grouping 
of items for presentation, spacing, indention, headings, indication of 
the units of enumeration, use of footnotes, length, and use of totals. 

Similarly, in graphical presentation there are a number of standards 
of effective use, plus choices in design, such as the curve chart (of 
several types), the surface chart, the column chart, the bar chart, 
the graphic table, the pie . hart (frovmed upon by many statisticians), 
and the map. Moreover, logarithmic charts may be used instead of 
scale charts when it is ratios rather than absolute amounts which one 
wishes to compare. The preparatic.i of graphic material is a task for 
those who have acquired specialized knowledge of the subject. 

Presentation is only one phase of analyzing statistical data for man- 
agement use. The process of analysis begins with a determination of 
what data to emphasize because of major changes in work, unsatis- 
factory progress, changing rclation;i^'ips, or emerging conditions. The 
analyst must frequently know more than the numerical data them- 
selves; he must undertand the basic objectives of the operation, the 

^ Statistical quality control differs from automatic control which operates on the 
“feed-back” principle and which leads to stoppage or othoi adjustment in machine 
operation when the energy intake or the external environment varies beyond a 
prescribed condition. 
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primary worries of top management, and the circumstances of the 
operating oflScial. For this reason it has become common practice in 
many agencies for the statistical specialist to be a member of a group 
exercising general supervisory authority. The statistician, if isolated 
in a management organization, may satisfy his desire for special pro- 
fessional recognition but is apt to become a poor analyst simply be- 
cause of his separation from the whole supervisory process. 

Again it should be repeated that we cannot here attempt to deal 
with the intricacies of statistical inference or probabilities. Nor can 
we begin to discuss the usefulness of data when expressed in fre- 
quency distributions, or as averages, medians, and modes. These 
again are concepts about which every studeiot of the social sciences 
and every administrative officer will do well to inform himself. Statis- 
tical enumeration and analysis have become an important part of the 
process of management supervision, and hence the techniques and 
limitations of the tool require careful understanding. *'' 

COORDINATION 

The process of management supervision involves more than check- 
ing upon the results of operation. It involves equally, or perhaps espe- 
cially, the careful oversight of relationships among operating units 
to ensure harmonious collaboration. It is this phase of siijjervision 
which we may j)roperly term "coordination.” The importance of this 
process usually arises out of one of two situations. Sometimes the suc- 
cessful performance of work by one agency depends upon the per- 
formance of another. In a military command, for example, there must 
be careful timing beh\^een the artillery operation which lays down a 
barrage and the infantry operation which attacks and holds ground. 
So in municipal service, there is need for careful timing between the 
building of a public housing project and the construction of school 
facilities to provide educational service for the children of a new 
community. In the absence of proper coordination, one operating 
agency may undertake work assigned to another agency or may fail 
to do its job at the right time. Duplication of effort is wasteful and 
hence costly; failure to perform wwk when needed is also costly. B) 
coordinating the interrelationships of operating agencies, management 
endeavors to ensure correct timing and to avoid uneconomical activity. 

Actually, much collaboration which goes on in administrative or- 

® C£. V. O. Key, Jr., A Primer of Statistics for Political Scientists (New York: 
Crowell, 1953). 
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ganization is purely voluntary. It is not at all unusual for operating 
officials of various agencies to recognize their joint interests and to 
take direct steps to achieve harmonious adjustment. Indeed, it might 
even be said that this is the normal pattern of administrative relation- 
ships. Certainly, a wise management staff at a higher level will do 
nothing to discourage these direct efforts but will on the contrary 
encourage and facilitate such negotiation and agreement. 

On the other hand, administrative conflict between agencies can 
and does occur in the public service. Sometimes this conflict arises out 
of personality or agency rivalries; one individual or group may seek 
to advance its own importance by expanding the range of its work, 
by “empire building.” Or an agency may believe that the quality of 
the service it has received from another agency is inferior, or it may 
argue that a process is so intimately related to its own major purpose 
that dependence upon another agency is intolerable*. Thus, school 
admin istjators today generally insist upon ha\ang their own school 
nurses because they contend that the health of students is so vital a 
part of their educational activity that they cannot depend upon a 
local public-health service to provide a school nursing service. Simi- 
larly, the United States Air Force insisted during World War II upon 
purchasing its own airplanes because the quality of aircraft was a 
major factor in carrying out the air mission. The Air Forcti refused 
to let a central purchasing office procure airplanes froui aircraft manu- 
facturers. 

Sometimes administrative conflict simply leflecis a broader political 
conflict among opposing groups in our society. Competition and con- 
flict is customary in polities, and it is not uiicominon for this conflict 
to be carried o\'er into tl. • admin istrati\e life ol the state. The dif- 
fering ideas al)out national laud and forest conservation which were 
epitomized by the Balliiiger-Pinclj )t eontroversy in 1911 have con- 
tinued, rightly or wrongly, to exacerbate relations between the Na- 
tional Park Service and the United States Forest Service ever since. 
There is a basic diflcrence of concept ui river development between 
the Corps of Engineers and the Bureau of Reclamation. The Corps 
is interested in flood control and navigation, the possibilities of power 
developmc'nt and irrigation are inci^K ntal. To the Bureau irrigation 
comes first and hydroelectric generation of power second. But in its 
irrigation work Bureau policy is fixed by law to favor the family-size 
farm (320 acres in the comnuinity property states) and to require 
some repayment of bciK'fits by the irrigated farm. The Corps is not 
bound by these limitations. It is not surprising, then, to find the two 
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agencies being urged to undertake projects in the same river valley.® 

At the departmental level, it is part of the function of management 
to promote coordination among various operating units. An excellent 
illustration of both the need for and the process of coordination has 
been evident in the Treasury Department of the Federal government 
for a number of years. The Treasury has a number of bureaus in 
which criminal investigation is an important part of their work. These 
include the Bureau of Internal Revenue (concerned especially with 
collecting income taxes), the Cu.stoms Bureau, the Narcotics Bureau, 
the Alcohol Tax Unit, and the Secret Service (concerned primarily 
with preventing counterfeiting of government currency). The nar- 
cotics tax was designed basically to prevent the illegal sale of nar- 
cotics; the collection of income taxes, alcohol taxes, and customs du- 
ties presents problems in preventing attempts at evasion. All these 
activities involve law enforcement through investigation of violations 
which constitute a criminal offense. Under these circumstances co- 
ordinating committees and a chief coordinator of enforcement activi- 
ties were created by the department in order to promote collaboration 
in investigative activities. In this way duplication of effort has been 
avoided. The Interior Department has used both a top-management 
staff unit and area committees to help achieve common agreement in 
land-use activities among such varied bureaus as Land Maiii^gement, 
Fish and Wildlife Survey, Reclamation, National Park Service, and In- 
dian Affairs.^ Similar practices are common in many other government 
agencies, national, state, and local. 

At the interdepartmental level, the task of adjusting conflict falls 
upon the cliief executive. He may resort to assistants to help in this 
activity. Thus, during World War II, the position of director of war 
mobilization was set up to adjust disputes about use of the nation’s 
economic resources for war purposes.*' In New York City the mayor 
at the end of World War II appointed a coordinator of construction 
activities to adjust conflicts in using limited supplies made available 
by the national government for city building projects. 

^ On this particular conflict, .Sf*e Arthur Maass, Muddy Waters (Cambridge, 
Ma.ss.; Harvard Uni\ersity Pre.ss, 1951). For other illu.stration.s of interagency 
conflict, see Harold St('in, ed.. Public Administration and Policy Development 
(New York: Ilareoiirt, Brace, 1952), pp. 

^ See Charles McKinley, Uncle Sam in the Pacific Northwest (Berkeley: Univer- 
sity of California Press, 1951). 

^ See Herman Somers, Presidential Agency (Cambridge, Mass.: Harvard Uni- 
versity Press, 1950). 
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A more common device at the interdepartmental level is the inter- 
departmental committee. Suc'h committees may be used for several 
diflFerent purposes: to explore and draft new legislation, to promote 
research, to clear administrative policies and information in which 
more than one agency is interested, and to promote joint action.® 
These committees are more often brought into existence by mutual 
agreement than by order of the chief executive. Often they continue 
for a time and then disband; some have operated over a long period 
of time. One student of the experience of such committees, noting 
especially the breakdown of a committee which endeavored to adjust 
the mutual interests of the Coast Guard and the Air Force in the 
field of search and rescue operations at sea, has commented: “An in- 
terdepartmental committee is mo.st effective and most consistently 
useful when there is basic policy agreement among its members and 
when the activities of the committee are devoted to exploring in full 
the consequences of agreed policy and the cooperative techniques 
that will be most successful in carrying out that policy.”’® 

The politics of interdepartmental coordination is a fascinating sub- 
ject, but one which we cannot undertake to explore here. It is suffi- 
cient to note that chief executives may undertake to promote or even 
to demand harmonious adjustment among departments and agencies 
to the extent to which it seems politically expedient and politically 
feasible to do so. This is a judgment cliief executives must make. 
Thus on one occasion President Franklin D. Roosevelt instructed the 
chairman of the War Production Hoard and the Secretary of War 
“to compose your diffcTeuces.” Ht‘ hdl it to the two agencies to reach 
an actual agi cement, which they did in November, 1942. At other 
times a chief executive may simply peumit competition and conflict 
to eontinne bec'ause he l)eli(‘\'es the issues are relati\'ely unimportant 
and he is too 1)nsy to iutci^ene, or because he sees no possibility of 
effective adjustment. But at the n.U'rdepaitmental level political con- 
siderations must necessarily d(‘termiue such intervention as a chief 
executive dc'cidcs to attempt in order to promote coordinated action. 
At the dcqvartmcntal le\'cl, the chief issues involving coordination 
more often cemter in management effectiveness rather than in political 
compromise of conflicting group interests. 

Some students of management ai pear to believe that the answer 
to most problems of administrative conflict is reorganization. Experi- 

^ See Mary Tratk(‘tt lUynolds, IntercJcpartwental Committees in the National 
Administration (New Yoik; Columbia University Press, 1939). 

Stein, op. cit., p. 387 
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ence would now seem to be suflScient to indicate that no organization 
structure can eliminate the need for coordination of mutual concerns 
among different organizational units. Jurisdictional lines can never 
be drawn in watertight compartments. Common interests extending 
beyond particular organizational boundaries are almost always bound 
to appear. To be siue, organizational structure can provide a frame- 
work which will help facilitate coordination by injecting an effective 
management echelon or level to promote harmonious adjustment 
where the need appears urgent and where the problems are suscepti- 
ble of management solution. 

Some persons appear to believe that conflict among administrative 
agencies is necessarily undesirable. True, such conflict may be waste- 
ful; it may even lead to some contradictory or mutually canceling 
activities. But in a democratic society conflict is the essence of poli- 
tics. Competing groups arc constantly struggling with one another 
for power and for administrative action. But such competition is a 
condition of a free society. It helps preserve the possibilities of choice 
for individuals. In the words of the late Mary Parker Follctt, there is 
such a thing as ‘‘constructive conflict.”^ ^ Administrative competition 
may also be a useful kind of experimentation, especially when a chief 
executive or a department head is not entirely clear about what is 
the most desirable action to take or is not C('rtain about the relative 
abilities of key personnel. The opposite of conflict and comf)etition 
is the kind of orderliness which one might conceivably find in a dic- 
tatorship, although in practice this fine adjustment does not exist 
there either. 

These obser\ations are not intended to suggest that conflict is the 
normal and desirable slate of relationship among administrative agen- 
cies. As we have commented earlier, mutual cooperation tends to be 
the customary practice among most administrative personnel. Within 
departments top managoment c^ndcavors to achieve harmonious ad- 
justment among the paits through its supervisory picx^ess. But con- 
flicts do arise, and these do not necessarily indicate insubordination 
among operating heads or a failure of top management to do its job. 
Some conflict is to be exi^ected, and even can be “constructive.” The 
experienced administrator tends to capitalize upon the energies and 
drives which bring oi)crating heads into competition with each 

See Henry C. Metcalf and L. Urwick, cds.. Dynamic Administration: The 
Collected Papers of Mary Parker Follett (New York: McGraw-Hill, 1942), 
Chap. 1. 

For evidence of this read the fascinating account of the pathology of dictator- 
ship in Hugh R. Trevor-Roper, The Last Days of Hitler (New York: Macmillan, 
1947). 
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other. The complete absence of conflict could indicate that no one 
was doing anything. 

There is one other aspect to this subject of coordination which 
deserves a word. When an administrator appoints a ‘‘coordinator” 
with that title, there is always the danger that the coordinator, in- 
stead of being a staff assistant, will want to take over the actual op- 
erating job. One budget officer of the Federal government has used 
these words to describe the situation: 

There should be coordination, yes, but only as far as coordination is an 
honest word. Too frequently the “coordinator* is himself a would-be oper- 
ator, would-be director, would-be dictator. Too frequently also the coordi- 
nator is mere suqDlusage; he is an apprentice imilaliiig the master, impeding 
the work of the journeyman. Coordination is the proc*ess of weaving together, 
not scrambling. A good coordinator i.s one who grasps quickly— and quickly 
lets go. 

If coordination is regarded as the result of effective staff supervi- 
sion rather than a^j a process in and of itself, these potentialities of 
conflict between staff “coordinator” and subordinate operating head 
may be reduced. It is a part of the task of management to facilitate 
effective mutual relationships among the operating parts of an or- 
ganization. 

The Human Relations of Supervision 

As in other aspects of management, the quality and performance 
of supervision in an administrative agency dex:)eiid in large part upon 
the personal relations of supervisors to employees. The goal of super- 
visory effort is something more than to obtain compliance with in- 
structions from some cei^aal office. The major objective is work ac- 
complishment; initiative and general interest among foremen and 
workers are essential in order tc obtain maximum output. Only if 
employees are generally satisfied with the type of supervision which 
exists in any organization will they put forth their best efforts. Pro- 
fessor Pfiffner has summarized the important human characteristics 
of supervision in these words: “The si’per visor on the lower levels 
secures cooperation and production by de-ernphasizing his own ego, 
stimulating group participation, aiu’, < ncouraging the maximum satis- 
faction of individual egos that is consistent with coordination.” 

Geoffrey May, “Day Dreams of a Bureaucrat,” Public Administration Review, 
vol. 5 (Spring, 1945), p. 156. See also Willard N. Hogan, “A Dangerous Tendency 
in Government,” Public Administration Review, vol. 6 (Summer, 1946), p. 238. 

i^John M. Pfiffner, The Supervision of Personnel: Human Relations in the 
Management of Men (New York; Prentice-Hall, 1951), p. 215. 
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Studies by the Institute for Social Research at the University of 
Michigan have provided us with more details about the qualities 
which make for effective working relationships between supervisor 
and employee. These studies were made in industrial establishments 
where some quantitative comparisons of output among different work 
groups were possible.^® In general, these studies have suggested the 
following conclusions. First, it appears that the closer or more exact 
the degree of supervision exerted by a foreman, the lower the level 
of output by a work group. Conversely, the more general the degree 
of supervision exercised by a foreman, the higher the level of produc- 
tion by a work group. Second, the kind of supervision exercised by a 
foreman tends to reflect the kind of supervision to which the foreman 
in turn is subject. If a foreman is closely supervised by his own supe- 
rior, he will tend to supervise closely the work of his group. Third, 
foremen who take a major interest in the individual worker— that is, 
are "employee centered”— tend to be associated with groups having 
high levels of production output. Foremen who take a major interest 
in production processes as such— i.e., are "production centered”— tend 
to be associated with groups having low output records. Supervisors 
in high-production groups tend to have a considerable interest in the 
off-the-job problems and activities of employees. Fourth, foremen of 
groups with high-production outputs tend to spend more fime on 
supervisory duties and less time on direct production work than fore- 
men of low-production groups. In particular, foremen in the high- 
output groups spend a good deal of time in planning the work to be 
done and in performing special, skilled tasks. On the other hand, fore- 
men in low-producing groups spend more time in doing ordinary, 
routine tasks. Fifth, foremen in high-production output groups tend to 
encourage group participation in considering common tasks, tend to 
be helpful rather than punitive in dealing with those having a i)oor 
output record, and tend generally to be satisfied with their own job 
setup. Finally, foremen in groups witli a high-production out[)ut are 
usually willing to train their personnel for job advancement, even 
though this means breaking up the "team.” 

These findings suggest the definite conclusion that the supervisor 
with a marked interest in his fellow workers, one willing to recognize 

These studies were summarized by the director of the Institute for Social 
Research in a paper ijresented to a manpower conference at Stanford University 
in 1951. See Rensis Likert, “Motivational Dimensions of Administration,” in Robert 
A. Walker, cd., Americas Manpower Crisis (Chicago: Public Administration Ser\- 
ice, 1952), p. 89. 
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the members of the group as individuals, is the supervisor most suc- 
cessful in encouraging maximum output from a group. Such a con- 
clusion is just as applicable to the public service as it is to the work 
of private enterprise. But it is not easy to find such suj)ervisors. 

The mechanics of supervision are important. But the human rela- 
tions of supervision are equally, if not even more, important. Effective 
supervision depends in the last analysis upon supervisors who under- 
stand people not just in groups but as individuals, different from one 
another, with varying interests and desires. Supervision means har- 
nessing the productive energies of many persons into a common en- 
deavor so that the desired output is realized to the fullest extent pos- 
sible. No such objective can be realized without full attention to the 
peculiar characteristics of the people who make up any organization. 

General 

The performance of operating units in an organization may be 
evaluated by two different sets of criteria. One involves the use of 
certain standards and units of measurement which indicate the magni- 
tude of accomplishmcjit and the efficiency of the endeavor. Much of 
the supervisory process is devoted to advancing the hwels of achieve- 
ment while keeping the resources of personnel and of materials within 
some bounds. But there is still another element of judgment w^hich 
evaluates performance in terms of socially accepted codes and norms 
of conduct. The personnel of an agency are expected to operate 
within a framework of some degree of loyalty to the cause as a whole 
and with a disposition for mutual endeavor. Sometimes an individual 
may beccmic so much the “good fellow^” and “team member” that he 
lacks the capacity to drhe, to press for greater accomplishment. Super- 
visory procedures have to tread a fine path between a spurring of effort 
and a preservation of cooperative endeavor w'hich is the essence of 
organization. 

Certainly supervisoiy practices of management should not be so 
exact as to discourage initiative and a willingness to act on the part 
of subordinate operating heads. In the public service initiative means 
taking political chances; it means making decisions in the light of 
anticipated political reactions. Supervision mav’ be exercised in such 
a spirit as to induce operating oikv. als to avoid all exercise of dis- 
cretionary choice and to refer all matter to top authority for decision. 
Eventually this creates an administrative congestion w^hich has been 

Cf. Fritz J. Ruethbsbcrgpr, ‘The Ach. illustrator's Control Functions/' in Robert 
Dubin. ed., Human Relations in Administration (New York: Prentice-Hall, 1951), 
p. 283. 
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well described as apoplexy at the center and paralysis at the extremi- 
ties of an organization. 

Supervision is more than a process, it is a spirit which animates the 
relationships between levels of organization and which induces maxi- 
mum administrative accomplishment, or when unsuccessful, generates 
administrative paralysis. Elective management is concerned to realize 
the first and to avoid the second. 



CHAPTER 6 Public Relations 


In a democratic society administi'ative agencies are the servant of 
government, and hence are servants of the people who control and 
operate government. In the process of directing the end purposes of 
administrative effort, management is concerned to learn what govern- 
ment and its public want. But the situation is more subtle than merely 
one of ascertaining pulilic desires and translating these into adminis- 
trative activity. Management in various Helds of government service 
utilizes and develops specialized knowledge and so must servo: as ad- 
viser to the public about the desirable kind and scope* of adininistra- 
tiv^e activity. In addition, tlie contacts which members of the public 
have with public employees create lasting impressions about the 
friendliness, helpfulness, and efficiency of an agency. Finally, manage- 
ment in a free society and under conditions of politic illy responsible 
administration has an obligation to give information to the public 
about its work. In the broadest sense, then, the public relations of 
management embrace tluse tour piimary aspects: (1) learning about 
public desires and aspirations, (2) advising the public about what it 
should desire, (3) ensuring sati.^^ actory contact between public and 
government officials, and (4) imorming the public about what an 
agency is doing. 

The importance of the public-relations task of management in the 
public service can scarcely be overemphasized. The growth of spe- 
cialized techniques of public cominimicativjii and hence the necessary 
use of specialized personnel to c* ' ^t in public relations have had 
their unfortunate consequences. Some administrators and their asso- 
ciates take the attitude that they ha^ e public-relations experts to worry 
about their public relations and that henceforth they no longer need 
concern themselves w^th the matter. Such an altitude almost always 
creates trouble for management, sooner or later. The top administrator 

123 
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in an oflBce personifies the entire agency for the public at large. His 
actions represent the agency and he can never disassociate himself 
from a concern with popular interest and expectation. Similarly, other 
principal figures in the management of an agency, along with all the 
personnel who come in some contact with outside citizens, help create 
popular impressions about an agency. The so-called ‘public-relations 
expert” can help top administrators in understanding their public-rela- 
tions duties and in fulfilling them. The public-relations expert is a 
valuable part of management, the more valuable as he participates 
fully in the thinking and decision making of management. But the 
expert cannot carry the load by himself or with a small staff of assist- 
ants. All management personnel to some degree need to cultivate a 
sense of the public-relations phases of management. 

The Public 

A major complication in the jDublic relations of management is 
identification of the publics concerned with the work of any agency. 
It is easy to talk about the general public, but any student of govern- 
ment and of public administration soon learns that except on election 
day the general public does not exist. At least it does not exist in any 
identifiable, cohesive, or organized sense. Rather, the general public 
is made up of a large number of publics, of various groups eac'h of 
which has its own identity, its own jourposes, its own organiza^fion. It 
is not at all unusual for any one person to belong to numc'rous groups, 
and even to groups which pursue conflicting aims. Not all these groups 
are concerned primarily with governmental matters. Tlic^ church we 
belong to, the social clubs of which we are members, our professional 
societies— these and many others have no direct political role. And yet 
most such groups at some lime develop a political interest in a par- 
ticular piece of legislation or a particular administrativ e policy or prac;- 
tice. The public-relations problem of managc'mc-nt begins with identi- 
fication of and knowledge about the groups which arc, or potentially 
are, interested in the work of the* agency,' 

The primary base of political action in our society is not so much 
political parties as these interest groups into which the public is 
divided. Management soon becomes aware of those paiticular groups 
which are interested in the activities of a government agency. Indeed, 
since many administrative agencies are brought into being as a result 
of group desires, it would be a peculiar circumstance if the manage- 
ment of an agency were not aware of the group or groups concerned 

^ On the group basis of political life see David B. Truman, The Governmental 
Process (New York: Knopf, 1951). 
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with its work. Agricultural groups instrumental in the creation of a 
state agricultural board or department retain a continuing interest in 
that agency. Veterans’ groups watch over the work of the Veterans 
Administration. Labor groups exercise a continuing oversight of agen- 
cies dealing especially with labor problems or the welfare of laboring 
people. Only under peculiar circumstances would the management 
of an agency not know the interest groups active in following all its 
work. 

But administrative agencies have another public besides interest 
groups organized as such. This is the clientele of an agency, the body 
of persons directly served l^y a particular activity of government. A 
health department must endeavor to reach many different persons who 
need prevf'ntive or restorative care. A school system is of direct con- 
cern to thc^ parents of all school children. A recreation or park depart- 
ment serves many children and families. A highway department pro- 
vides the roads upon which all automobile owners mast travel. All 
users or beneficiarK.^s of the work of an administrative agency tend to 
have a special concern with the agency. 

What, then, about the general public? Often administrators speak 
of the general interest, or the public at large, whose welfare they are 
pledged to advance. Is this simply a meaningless abstraction, or is 
there in reality a gcn(*ral public to whic h an administrator can or 
should direct his public relations? Few ctucstioiis confronting manage- 
ment are any more difficult to answer than this. Tlie articulate ole- 
ments of society which presume to represent the public at large usually 
turn out again to be only groups. A taxpayers’ league, a neighborhood 
group, a fraternal or ^ervice club, a chamber of commerce, a central 
trade-union council, a 1' Ic'mtion of churches— all these are still but 
paiticular sc*gments of a community, local, state, or national. All these 
groups tend to have a special rrthcr than a general point of view. 
Sometimes the general interest m <y be thought of as the compromise 
point of vic‘W, as the middle ground between the sharp differences of 
group interest. Sometimes management itself may endeavor to formu- 
late and propound a public inteiest conceived as an “ideal” course of 
action. 

In regulatory administration it is often possible to arrive at the 
public interest through a process i of too far removed from the ad- 
versary proceedings of the judicial court. Thus in the regulation of 
freight rates charged hy the railroads and trucking companies, the 
Interstate Commerce Commission can rely heavily upon the com- 
plaints put forward by the large industiial and commercial shippers 
who use the common carriers. To some extent the regulation of fair 
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trade practices among businesses depends upon complaints coming 
from aggrieved businessmen. In labor-relations regulation the National 
Labor Relations Board initiates action only upon charges filed by an 
aggrieved union, worker, or employer. Yet even in regulatory admin- 
istration with the adversary nature of much of its proceedings, it is 
scarcely a simple task to discover and proclaim a ‘‘public interest.” ^ 

Today, however, most of the work of public administration is not 
regulatory in character. It is of a service nature, intended to provide 
us with a wide variety of assistance, from national security to flood 
control, from public education to care of the aged. The management 
of these enterprises must find the public interest in something more 
than the individual interests they serve. How does management do 
this? Partly it is a matter of professional judgment and ethics operating 
in puldic administration. Partly it is a matter of the individual con- 
science of administrators. Partly it is a matter of political judgment, 
reinforced by the institutions of political responsibility which we have 
mentioned earlier. 

In the public scr\'ice the public relations of management focuses in 
the final analysis upon legislative relations. It is in the legislative 
process that most groups with a political interest bring their point of 
view to bear. Each group seeks to have its special concern rcllectcd 
in the action of a legislature. In turn, administrative officers are in- 
volved in this process; management must be prepared to present its 
point of view as well. A supine management will accept whatever 
policy guidance may emerge from legislative consideration; a posi- 
tively minded management will conti*ibute its ideas as well to the 
legislative debate. It is the legislature which authorizes administrative 
activity, outlines its general direction, and fixes the scope of its opera- 
tions. The legislature is something different from the publics with 
which management is concerned; the legislature is the forum where 
conflicts in the political purposes of grouj^s find expression and where 
some resolution of differences must emerge. 

Relations 

Just as the identification of publics is one major problem in public 
relations, so the scope of these relations is a second management con- 
cern. What is the extent of the interest which groups manifest in ad- 
ministrative activity? The only possible answer to this query is that 
this interest is broad indeed. In the first place, the public is interested 
in knowing about major policies which management adopts for its 

2 This problem has been well explored by E. Pendleton Herring, Public Admin- 
istration and the Public Interest (New York: McGraw-Hill, 1936). 
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guidance. Second, the public must be reassured about the competence 
and eflBciency with which the work of administration is performed. 
Third, the public seeks an understanding of the objectives of admin- 
istrative activity, or of benefits which may be available, or of pro- 
cedures by which services are provided. Fourth, the public is con- 
cerned with the physical appearance of government stmetures and 
other facilities. Cleanliness and proper maintenance are quickly ob- 
served in public buildings, parks, and streets. Finally, the public de- 
sires that contacts between citizens and officials shall be friendly, 
helpful, and productive of the desired service. When all these aspects 
of public relations receive their full attention, then a relationship 
based upon mutual respect and goodwill may be realized between citi- 
zens and management in the public service. 

The Social Context of Public Relations 

The x)ublic-relations activities of management in the public service 
must be conducted in the light of the prevailing traditions and prac- 
tices about the free flow of information in the United States. Any 
action by administrative oflScers which appears to contradict or violate 
these conditions will almost invariably arouse extensive criticism. First 
of all, freedom of thought, and of its transmission, is commonly con- 
sidered an essential of a free society. The First Amendment of the 
Federal constitution expresses the belief in these words: ‘‘The Congress 
shall make no law . . . abridging the freedom ol speech, or of the 
press.” This freedom has been modified under certain conditions such 
as the forming of a conspiracy to overthrow freedom itself; yet, \he 
attachment to the ideal of freedom of speech and of press remains very 
real. In the second p]ac^., the transmission of thought has been re- 
garded as primarily a matter for private initiative. The great media 
of mass communication in this cou try— the daily newspaper, the radio, 
television, the motion picture, the publication of periodicals and books 
—are mostly privately owned and arc operated to a large extent as 
profit-making enterprises. In the third place, in the conflict of groups 
for realization of their purposes, the agencies of government are 
expected to be neutral, not to espouse one side as against another or 
to “load the dice” in favor of a paru ..har group. 

These broad generalizations, like all such, are subject to qualifica- 
tion. A free and respon^ib^e press under private management for 
profit implies several obligations: to provide a truthful, comprehensive, 
and intelligent account of the day’s events; to operate as an open 

8 Cf. Dennis v. United States, 341 U.S. 494 (1951). 
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forum for the exchange of comment and criticism; to project a repre- 
sentative picture of the constituent groups in our society; to present 
clearly the goals and values of a free society; and to make available 
the intelligence necessary for the wise exercise of the choices our citi- 
zens must make. Apparently, there are times and journals which do 
not always realize these ideals.^ Sometimes crusading administrators 
become so alarmed by what they conceive to be a general failure to 
abide by these ideals that they seek to establish their own media of 
communication. It is not always easy to draw a line between the ad- 
ministrators role in giving advice and the administrator’s role as an 
advocate. Moreover, the department head selected to provide political 
leadership may decide that it is part of his political responsibility to 
advocate one policy or program as against another. 

Nevertheless, the three conditions outlined here fix certain limita- 
tions to acceptable behavior by management in the public service 
in the conduct of its public relations. Any widespread activity which 
seems to threaten these conditions will result in a good deal of criticism 
wliich management must then be prepared to handle. James McCamy 
has commented that much of the hostility to government publicity 
arises from two "major premises.” One of these is that the publicity 
agent in government restricts access to information and so limits the 
freedom of the press. The other is that by controlling information and 
so by influencing opinion administrators may hamper the legislature 
in its role of criticizing administrative actixity.'^ These premises arise 
out of the traditions and practices mentioned here. Management needs 
to be especially alert to these general traditions and practices and to 
understand that the public relations of administrative agencies is one 
of the very sensitive areas of behavior. 

Legal Limitations 

In the Federal government the fear of legislators and others about 
"propaganda” from administrative agencies has led to the enactment 
of three different pieces of legislation of a restrictive nature. As early 
as 1913 Congress provided that no agency should expend any funds 
in payment of compensation to a "publicity expert” unless specifically 
authorized to do so by law.® The result has been that agencies use 
many other titles, such as director of information, director of publica- 

* See Commission on Freedom of the Press, A Free and Responsible Press (Chi- 
cago: University of Chicago Press, 1947). 

® James L. McCamy, Government Publicity (Chicago: University of Chicago 
Press, 1939), p. 247. 

6 Act of Oct. 22, 1913, 38 Stat. 212. 
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tions, and assistant to an agency head. The legislation has remained as 
an expression of Congressional fear even though it has not prevented 
the addition to management staffs of individuals specializing in public- 
relations activities. In the second place. Congress has provided that 
all printing must be done through the U.S. Government Printing 
Office.'^ The purpose of this restriction was to prevent administrative 
agencies from creating their own printing plants unless authorized to 
do so, and also to provide a central channel for keeping some kind of 
check upon the volume of printing activity. Agencies have often ac- 
quired their own facilities for mimeographing and multilithing mate- 
rials without running afoul this legal provision. The Government 
Printing Office, moreover, may contract out some of its printing work 
when the volume exceeds its own capacity. In the third place, Congress 
has provided that no part of an approt^riation may be expended for 
personal services, messages, or publications designed to influence 
Congressmen in their attitude toward j)ending legislation.^ From time 
to time the charge has been made by legislators that some agency 
was violating this statute. It is not easy to draw a line between giving 
advice about desirable legislation and “influencing” legislators; but as 
a general proposition management in the ]Mib]ic service is expected to 
observe such a distinction. The first is permissible; the second is not. 

In various aj)propriation acts Congress frequently adds the proviso 
that “no part of any appropriation contained in this act shall be used 
for publicity or propaganda purposes not heretofore authorized by the 
Congress.” ° Here again this specific appropriation limitation merely 
serv^es to reinforce the general legisialion and to remind administrators 
that there are limits to acceptable conduct, even though Congress 
cannot define these with exactitude. In addition Congress has from 
time to time conducted inquiries into particular agencies to determine 
whether there has been an improper use of informational activities. 
Although these inquiries may expr(‘ss primarily a difference of political 
opinion between legislature and administrators appointed by the Presi- 

7 Act of Mar. 1, 1919, 40 Slat. 1270. 

e Act of July 11, 1919, 41 SUI. 68. 

® These words, for example, arc to he found in the Labor-Federal Security 
Appropriation A^ t for the Fiscal Year 19, .. approved July 5, 1952. 

^0 Such an inguiiy was conducted in 1947-1948 by the House Committee on 
Expenditures in the Executive PepartTuent. See Publicity and Propaf^anda, Hear- 
ings of a Subcommittee of ♦he House Commitlee on Expenditures in the Executive 
Department, 80th Cong. Five Committee reports were submitted condemning sev- 
eral different agencies for their propaganda activity. A*- the time the Congress 
was Republican and the President a Democrat; no prosecution of individual ad- 
ministrative officers resulted. 
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dent, they nonetheless also express a deep-seated fear of administra- 
tive activity in the public-relations field. 

The result of all these restrictions has been to create a situation 
which McCamy has aptly termed one amounting to "insecurity of the 
publicity function.” Almost everyone who has examined the subject 
dispassionately has come to the conclusion that informational activity 
by administrative agencies is both desirable and essential.^^ By its 
failure to prohibit informational programs, Congress has itself acknowl- 
edged this fact. Yet no positive standards or guides have ever been 
provided for the conduct of the public-relations work of Federal ad- 
ministrative agencies. 

General Information versus Public Relations 

There is one imj^ortant distinction in the field of public relations 
which is not always understood by critics of government agencies. 
A sharp difference should be drawn between general informational 
activities and public relations. Many government agencies are created 
with the major purpose of carrying on certain research or statistical 
activities and of making public the knowledge and data they accumu- 
late. There would be no point, for example, in taking the census every 
ten years if the results were not published and made generally avail- 
able. There is no point in the Bureau of Labor Statistics collecting 
data about wage rates, strikes, volume of construction activities, trends 
in employment, or prices paid by consumers, if all this information is 
not to be published. There is nor point in liaving agricultural experi- 
ment stations or in carrying out research in food and nutrition, in anh 
mal diseases, in dairy-cattle breeding, in utilization of agricultural 
commodities, in entomology, or in plant soils if the results of all these 
inquiries are not made generally available. We expect the weather 
bureau to announce weather forecasts, we expect a health service to 
announce any sudden change in the incidence of communicable dis- 
ease, we expect the police department to reveal the facts about crimes. 

In other words, much government work involves the collection of 
information which the public at large wishes to know, and these agen- 
cies have an obligation to make that information generally available. 
For the lack of any better term we may call this kind of work that of 
"general information.” Certainly Congress and state legislatures do not 

McCamy, op. cit., p. 5. 

12 Such a conclusion was reached by two consultants to the (Hoover) Commis- 
sion on Organization of the Executive Branch of the Government in 1948. Their 
memorandum on the subject, however, was not published by the Commission. 
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desire to shut off the full and free flow of this general information to 
all who are interested and wish to use it. 

In addition, some activities of government cannot be carried on 
without conveying information to the public about its privileges and 
how to take advantage of them. The Social Security Administration 
must inform all the potential beneficiaries under the old-age and sur- 
vivors insurance program about the circumstances under which they 
are entitled to benefits and about how to file their claims. The Veterans 
Administration must periodically explain to all veterans what benefits 
they are entitled to and how to go about obtaining them. A tax depart- 
ment must inform citizens about when and how to file their tax pay- 
ments, especially in an income-tax system such as ours which depends 
so heavily upon individual self-assessment. Regulatory agencies such 
as those enforcing price controls in a war or defense economy must 
often seek voluntary citizen cooperation. The Treasury Department 
has engaged in widespread sales campaigns to encourage the purchase 
of government bonds by individual investors. The Armed F(^rces carry 
on aggressive promotional work in an effort to persuade individuals to 
enlist for a period of service. 

Much of the publication and publicity work of government consists 
of making available this general information. When the total volume 
of Federal government printing in any one year is made known, it is 
staggering indeed, but much of it comes under this heading of g(‘neral 
information. This would be true, for example, of the publication of the 
Congressional Record, of legislative committee hearings, of statutes, 
of Supreme Court decisions, of decisions of legulatory tribunals and of 
so-called “legislative” courts, of opinions of the Attorney General, of 
the Federal Register, of o ^'inh-ns of the Comptr oller General, of census 
reports, and of thousands of individual reports.'"^ One of the “best 
sellers” of the Federal government over the years has been a little bul- 
letin of the (Children’s Bureau ent tled Infant Care, a straightforward 
account about the latest ideas on feeding and caring for a newborn 
baby. The government is not mentioned in the entire book except as 
the publisher. 

The annual yearbook of the Departmen* of Agriculture was revised 
in 1936 to become a series of textbeoVs in various phases of agricultural 
knowledge. The result has been a notable list of volumes of a general 
informational character for fann leaders and farm educational work- 

On th^ range of government publications see Laurence F. Scbineckebier, Gov- 
ernment Publications and Thnr Use (Washington* Broo'drigs, 1936); and James 
L. McC>amy, Government Publications for the Citizen (New York: Columbia Uni- 
versity Press, 1950). 
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ers. The volumes, often of over 1,000 pages in length, have such titles 
as Soils and Men (1938), Climate and Man (1941), Keeping Livestock 
Healthy (1942), Science in Farming (1943-1947), and Trees (1949). 
The periodicals published by the Federal government include School 
Life, Survey of Current Business, Technical News Bulletin and Journal 
of Research (both by the Bureau of Standards), the Monthly Labor 
Review, and several other monthly journals. 

None of this great array of publication is intended primarily to ad- 
vance any particular government policy or promote any particular 
government agency, although, to be sure, all those persons who use 
the information contained in these publications may be expected to 
protest if the work is drastically curtailed or t liiniiiated. And by and 
large this kind of publication work represents the very substance of 
government operations. It was to publish just such data that many 
administrative agencies were originally created; it is for the same 
reason that they continue to receive appropriations. 

The foreign information service, or the Voice of America, is an 
important phase of diplomatic relations initiated to promote a better 
understanding of the American people and their government. “The 
object of such activities is, first, to see that the context of knowledge 
among other peoples about the United States is full and fair, not 
meager and distorted, and, second, to see that the policies which di- 
rectly affect other peoi^les are presented abroad with enougir detail 
as well as background to make them understandable.” There has 
been much controversy about how these objectives are to be realized 
and how such service should be operated, but there has been a general 
recognition that our diplomatic relations with the rest of the world 
require positive steps on our part to impart full and accurate informa- 
tion about the United States, 

All this sort of work, accordingly, ought to be regarded as quite 
distinct and different from public relations. General information work 
is one of the end purposes of administrative operations and must be 
continued if many administrative agenices are properly to perform 
their duties. 

The public relations with which management in the public service 
is especially concerned has a different purpose. We have already out- 
lined its role in terms of learning about public desires and aspirations, 
advising the public what it should desire, and informing the public 
about the nature of the work done by an agency. This definition more 
narrowly and more exactly comprises the scope of the public relations 

Arthur W. Macmahon, Memorandum on the Postwar International Program 
of the United States, U.S. Department of State Pub. 2438, 1945, p. xi. 
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which management must be prepared to undertake as a part of the 
task of directing the work of a government agency. 

Of course, public relations should also be distinguished from the 
whole subject of communication, which is the process of achieving a 
shared understanding of a shared purpose within the agency itself. 
We are concerned here with external, not internal, relations. 

Yet it is because so many persons, management officials included, 
fail to make a distinction between general information, public rela- 
tions, and internal communication, that so much confusion arises 
about the nature and extent of govc^rnment relations. The 

Bureau of the Budget in the Federal government had to lump to- 
gether ‘‘educational, informational, promotional, and publicity activi- 
ties” when it made an estimate of 34,000 persons at a cost of 105 mil- 
lion dollars engaged in this work in the fiscal year 1950. Such an esti- 
mate may well be too low for so wide a range of work as we have 
outlined here and probably is far too high for public-relations work 
as such. There are good reasons why it is desirable for management 
itself to draw the distinctions suggested here. One way to keep the 
general informational work above re})roach is to be certain that no 
one can fairly complain about its subtle distortion for “propaganda” 
purposes. Moreover, the public-relations work, defined in a more re- 
stricted way, can then be subject to careful and continuing semtiny 
to make sure that it does not cross the boundary into proscribed areas 
of conduct. 

Consultation with Interest Groups 

Management necessarily maintains extensive contacts with the in- 
terest groups concerned with the work of an agency. Sometimes these 
contacts are formally recognized by the creation of advisory com- 
mittees on which various interest groups have official representation. 
Thus, for example, by the end of World War TI the Department of 
Agriculture had 115 different national and 14 regional advisory com- 
mittees concerned with the food industry. It is reported that these 
committees, of which about half were concerned with processing of 
fresh fruits and vegetables, held over 400 meetings during the war 
period.^® Sometimes, and perhaps more commonly, the contacts are 
maintained informally. 

Our concern here is not with expert consultants who individually 
or collectively are invited to advise management in the process of 
formulating agency objectives or of framing agency w^ork programs. 

Walter W. Wilcox, The Farmer in the Second World War (Ames: The Iowa 
State College Press, 1947), p. 357. 
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Presumably such individuals are requested to participate in the plan- 
ning process because of their detailed or specialized knowledge about 
the subject matter of agency activity. We are interested here in the 
individuals who are called into consultation, not because of the ex- 
pert knowledge they possess about a subject in its technical aspects, 
but because the point of view they may express about a subject rep- 
resents the attitude of an external interest group. There are times 
when this exx^ert and this consultative point of view may be forth- 
coming from the same individuals. Some interest groups have expert 
staffs possessing a high degree of technical competence in a subject- 
matter field. But such experts are still to be thought of as exx^ressing 
the point of view of their interest connectioi^ however enlightened 
that point of view may be. There does tend to be a distinction which 
it is worthwhile for management to observe between the expert con- 
sultant and the representative consultant. The two are important to 
management in making decisions about the direction of an agency. 
But the two types of advice are essentially different. One is expert 
and x^resumably disinterested. The other may be expert but is defi- 
nitely interested. 

One study of permanent advisory committees in the Federal gov- 
ernment as of the end of the 1930's classified committees into three 
categories: expert, expert-lay, and lay, depending upon their mem- 
bership.^^ The first tyx)e of advisory committee is made of tech- 
nical experts. A recent example of this sort of committee was the 
provision in the Atomic Energy Act of 1946 for a general advisory 
committee “to advise the Commission on scientific and technical mat- 
ters relating to materials, x^roduction, and research and develox^ment.’' 
This kind of committee is concerned with advising management about 
the technical aspects of planning. The second kind of committee is 
made up of both expert and lay members in an effort to combine in 
a single group both the technical point of view and the interest point 
of view. A recent illustration of this kind of committee was the pro- 
vision in the Veterans Readjustment Assistance Act of 1952, ax^proved 
July 16, for an advisory committee to be “comx^osed of x^ersons who 
are eminent in their respective fields of education, labor, and man- 
agement, and of representatives of the various tyx^es of institutions 
and of establishments furnishing education and training to veterans 
enrolled under this act.” The third kind of committee is appointed 
almost exclusively in expectation that it will rex)resent sx^ecial interest. 
A recent example of this kind of committee was the provision in the 

Norman N. Gill, 'Permanent Advisory Committees in the Federal Govern- 
ment,” The Journal of Politics, vol. 2 (November, 1940), p. 411. 
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War Mobilization and Reconversion Act of 1944, approved Oct. 3, 
for an advisory board in which three persons should have had “ex- 
perience in business management,” three with “experience in matters 
relating to labor,” and three members with “experience in agricul- 
ture.” The study previously mentioned found that as of May, 1939, 
there were 89 permanent committees of all three kinds in the Federal 
government. As of 1954 the number would be still larger. 

There are a number of considerations to be resolved about con- 
sultative committees. Should they be set up only when authorized 
by law, or should a department head be able to set up committees 
as he sees fit? Who shall appoint the members, the chief executive 
or the department head? How large shall the committees be? Shall 
the members be paid an honorarium for attendance as well as for 
their expenses? How often should committees meet? Should commit- 
tees be set up to consider specific problems or should they have a 
continuing existence? How shall committees be staffed? What kind 
of record should be maintained and should it be published? These 
are all important questions of procedure which deserve careful at- 
tention. In general it would seem desirable for legislation to authorize 
a dei^artmcnt head to set up consultative committees as he secs fit, 
and to create them for specific rather than general and continuing 
purposes. In consultative as distinct from planning committees, there 
seems little need to provide for compensation. A record of discus- 
sions ought to be maintained, but the publication of this record should 
be up to the discretion of the administrator. Many legislators and 
interest groups fear, however, that an administrator may not be suffi- 
ciently disposed to consult with outside groups unless some specific 
lequiremcnts on this subj-^ct are written into law.^^ 

The large problems of consultation, however, are not matters of 
procedure. The basic questions involve purpose and circumstance. 
What docs management expect from interest groups? What do inter- 
est groups want from management? Are the conditions of the moment 
such as to favor consensus or conflict between management and in- 
terest groups? These are the primary issues for management to con- 
sider. 

Consultation with interest groups in the administrative process 
may serve several purposes. The most common purpose perhaps is 
to keep a groLqr informed of administrative developments. The price 

For a (lifterent point of view favoring appointment of committees by tlie chief 
executive, compensation of expenses, and publication of an annual report, see 
R. Clyde White, “Local Participation in Social Security Administration,*' Public 
Administratiori Review, vol. 5 (Spring, 1945), p. 141, 
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administrator of World War II has paid tribute, for example, to the 
part the petroleum products industry advisory committee played in 
disseminating information and interpreting regulations for the in- 
dustry.^^ Perhaps no interest group in all the country works more 
closely with administrators than the local parent-teacher associa- 
tions. These groups bring together parents of school-age children and 
their teachers to discuss school problems and to keep parents informed 
about what the schools are endeavoring to do. In the second place, 
interest groups may be brought into the administrative process in 
order to advise administrators about the intricacies of dealing with 
their group. Certainly industry and labor committees were extensively 
employed in the economic mobilization wori* of World War II in 
order to help agencies like the War Production Board to work effec- 
tively with industry.^® For example, the Petroleum Administration for 
War found that its industry advisory committees were helpful in 
averting petroleum shortages and transportation breakdowns. Mili- 
tary and essential civilian needs were fully met with a minimum bur- 
den upon the industry through a small administrative organization. 
These results were possible because there was practically complete 
agreement between government and industry as to objectives, there 
was mutual confidence in operations, and there were effective or- 
ganizational relationships, including genuine industry participation."® 

But consultative devices may also be unsuccessfully used. Tfie De- 
partment of Agriculture from 1938 to 1942 tiled establishing local 
planning committees of farmers to prepare the actual administrative 
programs to be undertaken in the area. The committees w^ere not able 
to agree among themselves in formulating policy and program ob- 
jectives.^^ Consultative committees are sometimes set up with the 
idea that conflicting interests brought together in a common forum 
will undoubtedly be able to achieve a consensus. All the administrator 
or the legislator needs to do then is to accept the ready-made result. 

Chester Bowles, "'OPA Volunteers: Big Democracy in Action,” Public Admin- 
istnition Remew, ^'ol. 5 (Autumn, 1945), p. 351. 

On tliis expenence .see Carl Henry Monsee.s, ‘Industry Advisory Committees 
in the War Agencies,” Public Adhiinistration Review, vol. 3 (Summer, 1943), 
p. 254; Edythe W. First, Industry and Labor Advisory Committees in the National 
Defense Advisory Commission and the Office of Production Management, historical 
reports on War Administration, Civilian Production Administration, Special Study 
24, (1946); and Carol Riegelinan, jMbour -Management Cooperation in United 
States War Production (Montreal: International Labor Office, 1948). 

20 William II. Newman, “Government-Industry Cooperation That Works,” Pub- 
lic Administration Review, vol. 6 (Summer, 1946), p. 240. 

21 Charles M. Hardin, “Reflections on Agricultural Policy Formation in the 
United States,” The American Political Science Review, vol. 42 (October, 1948), 
p. 889. 



Public Relations 137 

We have had suflBcient experience with economic advisory councils 
in this and other countries to indicate that no ready-made consensus 
results simply from setting up interest-group representation. The ad- 
ministrator, the chief executive, and the legislature cannot so easily 
abdicate their major task of building consensus or compromise on 
their own initiative among conflicting interest groups. 

Basically, there are three attitudes or moods which may character- 
ize the management of an agency in its external relations with af- 
fected interest groups. One is an attitude of aloofness, which may 
range from indifference to punitive zeal. Sometimes, the reforming 
enthusiasm which leads to the passage of regulatory legislation, such 
as that to curb mislabeling of foodstuffs or the fraudulent advertising 
of securities, may cause administrators to regard the group they deal 
with virtually as culprits. Any consultation with the group to be regu- 
lated then appears as a “sellout.” This mood is not necessarily evident 
in every instance of regulatory activity, and in some arrangements 
the affected group may dominate or considerably influence the regu- 
latory body itself,-^ But there may be conditions and circumstances 
when management purposefully will desire to remain aloof from any 
close identification or collaboration with the interest groups affected 
by its activities. In the second place, management attitude toward 
interest groups may be conciliatory, almost educative in tone. Man- 
agement may assume that of course interest groups are selfish or 
narrowly motivated but that if exposed to facts and a broader point 
of view they will accept administrative effort. Bt^cause some adminis- 
trative work is founded upon a highly specialized competence, as 
in public-health work, management may hope that it can educate its 
clientele, such as milk distributors, to accept the need for certain 
standards of conduct. Moreover, management may be conciliatory 
in tone because administrators want to be liked as other people do. 
In the third place, management may assume that its role is one of 
acceptance of an interest's point of view, that its task is one of doing 
whatever a particular group desire. Here the tone may become one 
of subservience, even perhaps of sycophancy. 

Circumstances do much to generate or mitigate these various atti- 
tudes. Much depends, as one student has pointed out, upon the “de- 
gree of controversy” which attends Uie passage of a particular piece 
of legislation."^ If one group has succeeded in pushing enactment 
of a law, such as the veterans' legislation of 1944, without opposition 

22 See Avery Leisersoti, Administrative Regulation: A Study in Representation of 
Interests (Chicago: Universitv' of Chicago Press, 1942). 

23 Truman, op. cit., p. 439 
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from any other group, it is natural to expect that the management of 
an agency will consult closely with the dominant group in its subse- 
quent administration of that legislation. When there is conflict within 
groups or among groups, as about the degree of special government 
assistance to be given the tenant farmer, management may choose to 
be aloof from all groups or may endeavor to mediate among the con- 
flicting parties. 

Another factor is the stability or cohesive strength of the groups 
which urge and obtain passage of legislation. A great burst of reform- 
ing zeal unleashed by revelations of misconduct in the handling of 
insurance investments, in the sale of stock securities, in management 
of commercial banks, in the sense of contrattual responsibility dis- 
played by unions— any such agitation may arouse public indignation 
and result in new legislation. Then the groups which joined in the 
hue and cry may disintegrate, leaving behind an administrator with a 
law to enforce but with no group to exhort him to constant vigilance. 
In the 1930 s some new administrative agencies of the Federal govern- 
ment endeavored to organize “consumer groups” to represent a coun- 
terweight to the pressures from labor, industrial, and agricultural 
interest groups. The effort was not very successful because the con- 
sumer group proved to be so “amorphous and ineffective in promoting 
its own interest.” 

An administrator may find that his position is such that he is ex- 
pected to mediate among competing groups concerned with the work 
of an agency. Sometimes organizational structures have been put to- 
gether in order to encourage irmnagcinent to compromise among 
groups. Thus, the Farmers Home Administration is a part of the De- 
partment of Agriculture rather than a separate agency, as the Rural 
Resettlement Administration was when first founded in 1935. Some- 
times specialized interest groups effective in influencing the work of 
one agency will oppose its amalgamation with another where some 
other group influence predominates. Conservationist and sports groups 
are opposed to a merger of all Federal land-management agencies 
because this might mean they would have less influence, for example, 
upon the work of the Forest Service. The air-transportation industry 
does not wish to be subject to the regulatory authority of the Inter- 
state Commerce Commission because railroad interests have been 
the predominant concern of that agency. 

Professor Truman has declared that an administrator “is constantly 
attempting to move his activities from a level of controversy to one 

2* Persia Campbell, Consumer Representation in the New Deal (New York: 
Columbia University Press, 1940), p. 264. 
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of acceptance. . . This may well be a natural kind of tendency, 
since most of us regard the individual as "queer” who would live in 
a constant state of tension. Such being the case, management seeks 
consultative relationships with interest groups both for self-protection 
and for peace. There is even a strategy of efiFective change which de- 
pends upon collaboration with affected groups. When an administra- 
tor wants the law he carries out amended, he will usually get in touch 
with the interest groups involved and convince them that a change 
is desirable. Or an administrator eager to carry out certain programs, 
such as public generation of power, may seek to align benefiting 
groups with the agency’s position as a cc>unterweight to hostile 
groups. ““ 

Consultation achieves the epitome of democratic participation when 
administrative action depends upon an actual referendum among the 
ailected group. This has bcicn done in the field of imposing agricul- 
tural marketing agrc('nients and marketing quotas upon a defined 
marketing area. It has also been used in connection with tobacco in- 
spection, soil conservation, and production control. Between J938 and 
1941 there were at least 26 such referenda held under the auspices 
of the Department of Agriculture. The expense of such a practice, as 
well as the absence of mac'hinery for its execution, foi estalls extensive 
rcsoiting to this device even were it d(‘sirable.“'^ 

The collaborative duties of managemeut in the public service have 
become quite large. To some degree legislatures have tended to enact 
laws involving the broadest kind of agreement and have left to ad- 
ministrators the task of further refinement. This process then transfers 
the conflict of interest groups from the legislative to the administia- 
tive arena. The task of cc stnais, of compromise, and even of deci- 
sion has fallen increasingly upon administrators. This lias meant that 
management must necessarily eng ige in a careful and continuing 
procedure of consultation with the ailected Inteiest groups. Bureau- 
cratic behavior is kept within some limits of popular control by this 
whole process. But there is the obvious danger that in the process 
government administration may become synon}Tnous with interest- 
group administration. The voice of the people may in reality be the 
voice of the loudest, most articulate, and best-organized group. Here 
the administrator faces the same problem which confronts also the 

Truman, op. cH.y p. 447 

*®Cf. Philip Selznick, TV A and the Grass Roots (Berkeley: University of 
California Press, 1949). 

L. B. Howard, “The Agricultural Referendum/* Public Administtation Review, 
vol. 2 (Winter, 1942), p. 9. 
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legislator and the chief executive. Only an individual’s personal sense 
of integrity can provide a final answer. 

In creating formal consultative devices, the administrator must 
make clear that he expects the group to be advisory rather than re- 
sponsible for actual policy formulation, that he is seeking representa- 
tion of group interests rather than group participation in the actual 
conduct of administrative operations, that mutual exchange of in- 
formation is desired rather than a merger of interests and goals.-® 
Indeed, there have apparently been instances when Congress has 
sought to curb the control of a department by its politically responsi- 
ble head through the advisory committee device; this seems to have 
occurred in agriculture where the fear has been expressed that depart- 
ment heads appointed by Presidents listen too closely to urban in- 
terests.-^ Interest groups have their place in public administration, 
and management needs to recognize and accommodate that place.'*^’ 
Presumably, however, there is still a general interest or a public in- 
terest which is something more than the sum total of individual group 
interests. 

Contact with Citizens 

A major element in government public relations arises from the 
numerous contacts which citizens may have with various administra- 
tive agencies. The very extent of government service toda;^ means 
that most citizens will have some contact with a number of govern- 
ment officials. The police officer, the fireman, the public-school 
teacher— these are public employe'es familiar to many persons. Inspec- 
tors for such matters as sanitation, buildings, elevators, and automo 
biles may come in touch with a large number of citizens. The indi- 
vidual who seeks information or help from an agency must neces- 
sarily visit a government office. His reaction depends in large part 
upon the kind of reception he obtains from a counter clerk or inter- 
viewer. 

Because the public idea of a government agency is so much influ- 
enced by the nature of these contacts, many agencies have made spe- 
cial efforts to encourage careful behavior by the officials who come 
in direct touch with the public. Training courses are often used to 
emphasize the importance of courteous and helpful handling of citi- 

Cf. John L. Afros, “Labor Participation in the Office of Price Administration,” 
The American Political Science Review, vol. 40 (June, 1946), p. 458. 

2** Charles M. Hardin, “Political Influence and Agricultural Research,” The 
American Political Science Review, vol, 41 (August, 1947), p. 668. 

.30 por an interesting account of interest-group attitudes toward administration, 
see Chap. 22, “The Growth of Influence of Farm Organizations,” in Wilcox, op. cit. 
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zen contacts. Extra care may be given to the assignment of personnel 
to interview duties. Only if prompt, effective action follows upon the 
heels of friendly contact can the reputation of an administrative 
agency be preserved. The way in which requests for information are 
handled and the way in which complaints are adjusted will do much 
to determine how an agency “rates” with the public. 

Indeed, some agencies from time to time make elaborate surveys 
of public attitudes toward their work as a means for guiding an im- 
provement in public relations. Questions may be asked about past 
experience in obtaining service, or about general knowledge about 
the work which an agency performs. Information on these subjects 
may help management in determining what is most needed in order 
to improve their public relations. 

R 'porting 

Management in the public service has a responsibility faithfully 
and fully to report about the work of an administrative agency, about 
tile policies which have been udojited and w’hy, about accomplish- 
ments, about problems and diiBculties, about failures, and about plans 
lor the future. Such a definition of proper behavior is easier to state 
than to fulfill. For in the performance ol that responsibility there is 
many a pitfall for the unwary administrator. 

It is customary for Congress to prescribe that every agency of the 
Federal government shall publish an annual report. Sometimes, as 
in the Atomic Energy Act of 1946, Congress specifies more frequent 
reporting, in this instance quarterly. But the legislature docs not in- 
dicate the extent of the desired rej^orts, how they shall be prepared, 
or their expected format. In some agencies, as with the Chief of Staff 
of the Army, the custom has grown up of reporting on a biennial 
lather than an annual basis. State legislatures and local governments 
often fail to provide any legal reqiniement for reporting, leaving the 
juactice to executive and administrative discretion. 

Annual or other reports are usually addressed to a chief executive, 
to the legislature, or to both jointly. In the Federal government they 
are almost always printed and become available, usually at a modest 
charge, to the interested public as well. There is no general practice 
among chief exe cutives or legislature ^ of giving special attention to 
these reports. The reports are considered to be in the nature of public 
documents for such infni mational use as any person may wish to 
make of th':'m. 

In the Federal government at least, some effort has been made 
m recent years to publish attractive documents as annual and special 



142 The Common Problems of Work Direction 

reports. This trend began with the appearance in 1934 of the report 
of the Mississippi Valley Committee of the Public Works Administra- 
tion. This document was printed on good paper with large pages, 
clear type, and numerous maps, charts, and photographs. It inaugu- 
rated a style of publishing which was continued by the National Re- 
sources Committee (or National Resources Planning Board as it was 
later designated). In 1936 the Resettlement Administration published 
its first annual report in the same format, again with numerous 
photographs and other illustrations. This led to considerable criticism 
that the report had been prepared in this manner in order to influ- 
ence \oters in the forthcoming presidential election. Subsequently, 
at the end of World War II, General George C. Marshall as Chief 
of Stair issued a biennial report covering the last two years of military 
operations which used maps in color drawn by the artist whose 
work had become well known in Fortune Magazine. Yet even in the 
afterglow of military victory there were legislators who raised their 
eyebrows at this obviously expensive piece of administrative reporting. 

Unless an annual report is presented in drab and dull format, un- 
less a report confines itself to facts and eschews matters of controversy, 
it may be regarded as ‘‘propaganda” on behalf of the chief executive, 
the administrator, and especially the administrative program which 
it represents. This propaganda has as its obvious purpose, the oppo- 
nents say, to influence voters at election time and to encourifge pres- 
sure upon legislators for some particular line of action. Management 
thus finds itself in the unhappy spot of being expected to report to 
the public but not to say anything, and certainly not to say it so that 
anyone will want to read it. Here is one of the great dilemmas of 
public administration. 

When the administrator resorts to other media of public relations 
besides the printed report, he may encounter even more hostility. 
The Resettlement Administration pioneered in another medium, that 
of the sound motion picture. Assembling a director-producer, camera- 
man, and musician of outstanding talent, the agency authorized the 
preparation of two documentary films for public release designed 
to explain the circumstances which created the “dust bowl” and “over- 
production.” The two films. The Plow That Broke the Plains and The 
River, have become major works of contemporary art, and are to be 
seen from time to time in museum showings. But when the first pic- 
ture was released in 1936, the conjunction of a presidential election 
seemed more than a mere coincidence. Although the films never men- 
tioned President Roosevelt by name, the implication of justifying New 
Deal support was readily apparent. Since that time an alert legislature 
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has been wary of any motion-picture activity by administrative agen- 
cies. If an author wishes to write a novel entitled The Grapes of 
Wraths this is the artist’s privilege. If a motion-picture producer wishes 
to make a notable film based upon that novel, this is the privilege 
of free enterprise. But for author or producer to be hired by a govern- 
ment agency to do the same thing raises the fearful prospect of ad- 
ministrative propaganda as a possible forerunner of administrative 
tyranny. The fear is not without justification. The artist may feel that 
he has been left to the dictates of avid commercialism. But this, at 
least, is not the dictate of absolutism. 

The government administrator may do his reporting through public 
appearances and through news conferences. These public appearances 
may be covered by press, radio, and television, and so reach out far 
beyond the immediate audience. The press conference has become 
an accepted technique of presenting the administrative point of view 
on many current problems. Exhibits, demonstrations, and a periodic 
“open house” in public buildings may also help inform the public 
about government work. Some administrators may be more effective 
than others in arousing interest and in obtaining sympathetic cover- 
age, But many resources are available to management for keeping 
the “public” informed of policy development and administrative ac- 
tion. 

There is ever the problem of how to persuade management to be 
frank and to admit mistakes. The commonly accepted political maxim 
ot government seems to prescribe that an administrator must never 
acknowledge error. It is i:)crhax)s also a common human disposition 
to ignore the mistakes one commits or to gloss over their importance. 
It may be possible on oc^^^siou to persuade administrators to keep 
more or less frank internal records of experience as a guide to those 
who come after them. This was trit d on a large scale during World 
War II in a so-called “admiuistrati' c history program.” The studies 
which were prepared, some of which were published, about the work 
of the War Production Board, the Office of Price Administi ation, and 
the War and Navy" Departments, among others, were surprisingly 
frank and objective in their content. But th.cse “histories” have re- 
ceived little general notice and were p^^epared primarily for scholars 
and for future administrators. They have not Ijeen regarded as a pub- 
lic-relations effort. In so far as the administrator is concerned, his 

In San Di('go the 1951 annual report of the municipal government—a council- 
manager cily—was produced a motion picture. See D. W. Campbell, '*San 
Dicg()’s 1951 Annual Rei^ort,” Public Administration Review, vol. 13 (Winter, 
1953), p. 30. 
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current reporting for public consumption is apt to be optimistic in 
tone. The criticism comes from outraged interest groups, from indus- 
trious newspaper reporters, and from watchful legislators. In the 
past at least, these have proved an ample safeguard. 

From time to time the problem arises of conflicting information 
provided the public by administrative agencies. Sometimes this con- 
flict occurs within an administrative agency itself. Sometimes it arises 
between administrative agencies. The first situation is a problem for 
management to solve. The second is a problem for the chief execu- 
tive to handle. Within a particular administrative agency conflicting 
public information may reflect faulty communication of purpose by 
top management or faulty supervision of operations. Occasionally it 
reflects divided policy counsels within top management itself and a 
resort to the public press as a means of exerting pressure upon ad- 
ministrative decision making. When interagency conflict arises, the 
situation simply reflects conflicting ideas and purposes at work v/ithin 
government as a whole. 

It is not easy to handle these conflicts, either for management or 
for the chief executive. There is always the danger that “censorship” 
will be charged by the public press. Even administjative secrecy for 
the sake of preserving information involving the national security is 
likely to encounter sunilar accusations. Conflicting public relations 
arising out of administrative misunderstandings may well be deplored. 
But conflicting public relations arising out of the clash of group in- 
terests in a democratic society arc a natural ph(momenon of our politi- 
cal system. 

Legislative Relations 

The legislati\e relations of management in the xmblic service arc 
vital because upon them depends so many decisions about what an 
agency may and may not do. Yet these relations are exceedingly com- 
plex and often highly personalized. Moreover, the relations are both 
formal and informal. And there is always the danger that these rela- 
tionships may cross into the realm of political manixiulation and per- 
sonal benefit. 

In its formal relations to a legislature, the management of any 
agency is usually much concerned about four legislative committees, 
two in each house. First, management must usually develop close 
working relationships with the subject-matter committees of each 
house. In the Federal government the Secretary of State and his asso- 
ciates have close contact with the Senate Committee on Foreign Re- 
lations and the House Committee on Foreign Affairs. The Treasury 
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Department must work closely with the House Committee on Ways 
and Means and with the Senate Committee on Finance, as well as 
with the Joint Committee on Internal Revenue Taxation on tax mat- 
ters, and with House and Senate Committees on Banking and Cur- 
rency on other matters. The Secretary of Defense and the secretaries 
of the military departments with their associates are much concerned 
about their working relations with the House and Senate Committees 
on the Armed Services. The Atomic Energy Commission has to have 
close working relations with the Joint Committee on Atomic Energy. 
So one might go on through the list of legislative committees and the 
administrative agencies of government. Usually there is one standing 
committee in each house of Congress which will have jurisdiction 
over all matters affecting a particular agency, but sometimes, as in 
the case of the Treasury Department, an agency will have to work 
with different committees concerned with different phases of its op- 
eration. There is not necessarily any close articulation between com- 
mittees of the legislature and the organizational structure of adminis- 
trative agencies. 

The subject-matter committees are the ones which consider any 
extension or modification of existing legislation under which an agency 
operates as well as any new’ legislation affecting an agency. Sometimes 
the request to make changes in legislation will originate wdth the 
management of an agency; sometimes it will originate with an inter- 
est group or simply out of the personal concern of an individual legis- 
lator, In any event, management is almost always eager to express 
some opinion about the merits of pending legislation, and the com- 
mittees are usually desirous of obtaining this administrative judgment. 
Under the Legislative Re Tganization Act of 1946, moreover, the 
standing committees have authority to undertake an investigation at 
any time of any phase of the work of an administrative agency falling 
within the jurisdiction of a committ»^e (Sec. 1S4 of the Act of Aug. 2, 
1946). 

In addition to the standing committees of cacli house, the manage- 
ment of an agency also has close working rclationshi[)S with the appro- 
priate subcommittee of both the House and Senate Committee.s on 
Appropriations. These subcommitte'^’s consider each year the appro- 
priation requests of an agency and i.i effect practically decide what 
an agency may spcMid on its various programs. These subcommittees, 
furthermore, may decide what restrictions if any shall be imposed 
upon the expenditure operations of particular agencies. 

But the management of an agency sometimes finds that more than 
just four committees of the legislature are interested in its work. In 
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the Federal government both the House and the Senate have stand- 
ing committees on government operations (previously termed “com- 
mittees on expenditures in the executive departments”). These com- 
mittees have the duty of receiving and examining reports of the 
Comptroller General about illegal expenditures by administrative 
agencies, of “studying the operation of government activities at all 
levels with a view to determining its economy and efficiency,” of 
considering legislation on budgetary and accounting procedures, of 
considering legislation on administrative reorganization, of “evalu- 
ating the effects of law enacted to reorganize the legislative and execu- 
tive branches of the government,” and of studying intergovernmental 
relations within the United States and bet.veen the United States 
and international organizations. This is obviously a very broad charter 
of investigative power conferred upon the two committees, and as a 
result the work of any agency of government may come under scru- 
tiny at some time by one of these committees. Moreover, either House, 
whenever it is disposed to do so, may create a special investigative 
committee to inquire into the operations of a government agency. 

Formally, it is the duty of top-management officials in a government 
agency to appear before one of these legislative committees whenever 
asked to do so. Furthermore, an administrative official may desire 
to use the device of a committee hearing to announce some new pol- 
icy or to recommend a new piece of legislation. But many administra- 
tors have found it desirable in practice to remain on a close personal 
basis with the chairman, the ranking minority member, and the chief 
of the committee staff. Thus, for example, many budgetary matters 
may be discussed informally without resorting to official legislation. 

The extent of the legislative relationships of an agency may become 
quite burdensome. The number of different committees which in 1942 
wanted testimony from the newly appointed chairman of the War 
Production Board was so great that Mr. Nelson for a time spent more 
days “on the Hill” than in his own office. This kind of situation is 
very likely to happen when a great new agency or program of work 
in which there is much general interest is being launched. Throughout 
World War II the War Department had a little staff of three full-time 
persons attached to the undersecretary’s office just to receive requests 
for information from the “Truman committee,” the Senate Special Com- 
mittee Investigating the National Defense Program. These inquiries 
were referred to various offices for investigation and preparation of re- 
plies, and then all data were channeled back to the committee through 
the special office. The special adviser also arranged for the appearance 
of War Department personnel whenever the committee desired to hold 
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a formal hearing on some matter. The War Department had another 
special ofiBce for maintaining relations throughout the war with the 
House and Senate Committees on Military Affairs, and the budget 
officer of the department maintained constant contact with the two 
approi)riations committees. 

It is quite common for individual legislators to refer complaints or 
questions from their constituents to the proper administrative agency 
for investigation. The results of such an inquiry are then sent back 
to the legislator for transmission to the resident of his state or district. 
Most of the time legislators arc satisfied with the answers they re- 
ceive from an administrative agency, but sometimes a great deal of 
criticism arises aimed at persuading an agency to adopt a different 
course of action. At all times, inquiries from individual legislators 
must be handled with great care and respect by the management 
of an agency. 

Occasionally, agencies may be subject to pressure from legislators 
to locate field offices in a i)articular place, or to leave alnne a field 
office once it has been located in a particular plac‘e, or to uiiflertake 
special projec‘ts of intere.st to the legislator, or even to give some spe- 
cial consideration to a constituent. When these requests conie from 
a member of the appropriations subcommittee, tluw are difficult to 
disregard. All such requests require careful attention. When there 
arc good reasons for nonconj])liance, certainly the legislator must be 
told them in straightforward terms, Pressuies for the appointment of 
constituents to administrative posts have greatly lessened since civil 
service regulations hav^e bc'cn applied to most Federal agencies, and 
such pressures have diminished in our state and local goveriimcnis 
with the expansion of civil Ncrviee practiet's. But this whole matter 
too, requires special attention by management. 

Nothing said liere has been iiitemh'd to suggest that the legislative 
relations of management^ are in ari\ way questionable or unethical. 
On the coiitiary, these relations are (Tucially important in the effec- 
tive operation of any agency. Most legislators are hard-working, sin- 
cere, able men. They are properly iuterestc*d in the work of govern- 
ment agencies. They respect administrative offi'^'crs who deal with 
them frankly and openly, even whc" they do not personally agree 
on matters of policy. Legislators are usually quick to spot tl»c ad- 
ministrative officer who tries to conceal information, who is conde- 
scending in tone, or who knows very little about his own operations. 

An alert and wise management gives thoughtful attention to its 
legislative relations. 
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Conclusion 

The public relations of the public service cannot be separated from 
the politics of government. The very essence of government in our 
society involves the conflicting interests of competing groups, and 
the genius of politics is to build a varying consensus among these 
groups sufficient to achieve and maintain political power. The top 
administrator appointed for reasons of political allegiance and loyalty 
is a participant in this process. The management official appointed 
for his technical capacity is a participant, too, by the very nature of 
the political implications inherent in the administrative work he di- 
rects. In consequence, the public relations cf management must ever 
be conditioned by the broad political context in which it operates 
as well as by the peculiar political circumstances of any one lime 
or place. 

Management in the public service has an obligation to inform all 
who are interested about the progress and problems of administra- 
tion. The informational base of a democratic society can never be 
taken for granted. The facts of government service deserve constant 
reiteration. Management “ballyhoo” obviously can never be a substi- 
tute for management achievement. Indeed, it has been well said that 
performance plus reporting equals public relations.^- Much of the 
reputation of an administrative agency results not from wha^ manage- 
ment says but from what employees do. If a staff takes its public con- 
tacts seriously, if it endeavors to render service promptly and to ex- 
plain its inability to act as requested courteously, if it gives the ex- 
ternal impression of work properly done, then the task of public rela- 
tions by management is immeasurably aided. 

Public relations is knowing what the public cxx)ects and explaining 
how administration is meeting these desires. Public relations is the 
assurance that past failures or mistakes will not recur. Public relations 
is advising about the problems of the future. Hut public relations can 
never be a substitufe for good work well done. 

The direction of the work of an administrative agency includes the 
obligations of public relations. In a democracy direction depends 
upon public understanding, public alertness, public sympathy, and 
public support. The management which plans without a concern lor 
public reaction may as well not plan at all. A management whose 

Eleanor S. Ruhl, Public Relations for Government Employees: An Action 
Program (Chicago: Civil Serv'ice Assembly, 1953). This little pamphlet is full of 
good practical suggestions about the conduct of a pubUc-relations program in the 
public service. 
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supervisory practices are not continually alert to the impact of ad- 
ministrative work upon the public has exercised no supervision at 
all. A management which cannot or does not learn from, inform, and 
advise its public docs not know the meaning of management. 

The work of management, then, begins with the common task of 
providing direction for an administrative agency in order that public 
purpose may be translated into public service. 




PART TWO 


The Common Problems of Work Operation 




CHAPTER 7 Organization as a Technical Problem 


Management must do more than provide direction to an administra- 
tive endeavor. It must facilitate administrative activity by handling 
certain common problems of operation as well. These problems .are 
chiefly four in number: the organizational structure for group effort, 
the budgeting of activities, legal counsel and guidance of activities, 
and the reemitment and retention of the necessary personnel. These 
four subjects are our concern in this loart of tlie volume. 

Organization is the structural framework within which the work 
of many individuals is carried on for the realization of a common 
purpose. As such, it is a system of work assignment among groups 
of persons specializing in particular phases of a general task. But 
organization, especially in the public service, is more than just a 
structure of working relationships. In the second place, organizational 
arrangements reflect certain governmental expectations as well, ex- 
pectations which arise out of the political processes and governmental 
practices of our socict>\ i.i addition, organization is people working 
together, and so it takes on the characteristics of human relationships 
which arc involved in group acti\ ly. In terms of the social psychol- 
ogy of group effort, we may sa> ihat organization sets up patterns 
of expected behavior for people working together. 

The administrative organization of governmental services is usually 
specified in more or less degree by law. Our legislatures serve as the 
primary architects of administrati\e organization in the public serv- 
ice. Occasionally in our state govt ''u«>-»ents some administrative agen- 
cies are specified in the constitution. Most city agencies are set up 
by charter provisions enactf.d by the state legislature or approved by 
the voters in a referendum. The legislative interest in turn is supple- 
mented by the interest and concern of the chief executive. Sometimes 
the chief executive by law is delegated power to create specific agen- 
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cies to carry out the broad tasks authorized by the legislature. Some- 
times the chief executive is given the power to reorganize administra- 
tive agencies. In any event, the chief excutive may desire certain or- 
ganizational arrangements and will use his influence in various ways 
to achieve those goals. 

We shall not endeavor here to explore the “politics” of administra- 
tive organization in the public service. There are various factors and 
influences which motivate legislatures and chief executives in deter- 
mining the broad outlines of organizational structure for governmental 
activities. These political factors in organization deserve far more at- 
tention by students of government than they usually receive, but their 
discussion is properly a part of the whole subject of the “politics of 
public service” and so has been l(Tt to another volume. We need to 
understand clearly here that the organizational discretion of manage- 
ment in government administration is necessarily circumscribed by 
the provisions of law. Departmental and other administrators have 
only such authority to organize their work as has been left to them 
by the legislation which they are engaged in carrying out. Manage- 
ment may, of course, endeavor to persuade chief executives and legis- 
latures to make changes in organization, but action is then left to the 
pleasure of the chief executi\e and legislature. It is only within pre- 
scribed limits that management may create, shift, and abolish the 
various units of an agency's organizational sbucture. Indeecl, even 
where there are no legal limitations as such, political considerations 
may nonetheless .suggest caution in changing government organiza- 
tional arrangements, such as closing a particular local field office. 
One of the first organizational tasks of management is to understand 
the extent of the political interests concerned with the internal operat- 
ing structure of an agency. These interests necessarily have to be 
accommodated in some degree. 

Organization is also a problem, as we have mentioned, in human 
relations. The major a.spects of this subject are considered in the fol- 
lowing chapter. It must be borne in mind, however, that these factors 
of group relationships in organization serve to qualify the aspects of 
organization which arc our principal interest in the present chapter. 
Organization can never be se^^arated into neat compartments labeled 
respectively “political,” “technical,” and “social.” We separate them 
here only for convenience of discussion. In practice, these three funda- 
mental considerations in constructing and reconstructing organization 
are closely meshed. 

Yet it is the proposition of this chapter that there are certain “tech- 
nical” factors in organizational practice, that these factors have been 
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identified from a great deal of human experience and observation in 
many different types of activity, and that the knowledge of these fac- 
tors can and does serve as a guide to management in making organiza- 
tional decisions. Indeed, the writing in this field is quite substantial. 
From all this thought we shall extract the essential elements to empha- 
size here.^ 

Work Specialization 

Organization becomes a necessary feature of group activity because 
of division of work among persons and groups. The accomplishment of 
a common purpose by a group depends upon some structure of work 
specialization. A division of activity is the only way in which a mob 
can be transformed into a cohesive, purposeful, and constructive groiq:) 
of persons. Moreover, we have found from experience that any large- 
scale effort, from running a local community endeavor such as a school 
system to providing for our national defense, requires the efforts of 
many single individuals. Any group working together must be or- 
ganized in order to accomplish a common purpose. But, in addition, 
we have' also learned from (Experience that specialization in individual 
and group effort promotes improved xxErfonnance of the common pur- 
pose either by increasing output or by leducing the numbers of per- 
sons rc'qiiired to do a specific task. The first essential element of or- 
ganization, then, is work sjDccialization. This is the nec'essar)^, indis- 
pensable foundation of all group or large-scale effort. From tliis con- 
dition flow certain corollary requirements of organizational life. 

The di\ ision of work in an agency must be devised in snch a way 
as to promote the realization of the agency's objectives. In other words, 
organization is closely related to purpose, and any particular organi- 
zational structure must represent a reasonable or logical division of 
tasks involved in accoinplishing that basic purpose. It is not easy to 
apply this, or any other, canon oi organizational behavior. But an 
organizational structure which appeared to hamper or discourage 
the realization of an agency s basic purposes would be obviously faulty. 

1 In tljc literature of orj^^anization, the author has founrl the following voloi.ies 
most helpful in imu iding tlw' essential ideas whiel. !ia\e grown up about organiza- 
tional prac’tice: Luther Gulic-k and L. Urwiek, eds , Pnjicrs on the Science of Ad- 
ministration (New York: Instituic of Pub! . Adininistralion, 1937), and especially 
Guliek’s own first paper, "Notes on a Theory of Organization"; James D. Mooney 
and Alan C. Rriley, Onnard Indvsinj! (Now York: llarper, 193i ); Paul E. Holden, 
Loimsbury S. Fish, and Hubei t L. Smith, Top-mana(^emcnt Orfranizatwn and Con- 
trol (Stanford: Stanford University Prt.ss, 1941); L. Urwiek, Elements of Admin- 
istration (New York: Harper 1943); and John M. Cans Leonard D. White, and 
Marshall E. DimO':k, The Frontiers of Public Administration (Chicago: The Uni- 
versity of Chicago Press, 1936). 
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In any large-scale effort every major aspect of a job must be assigned 
to some person or group to accomplish. We shall refer later to the 
problem of how a general task may be divided. But organization not 
only begins with a division of work; it requires a division which will 
encompass all necessary component elements of a general task. An 
organization structure which omits any essential part of the work 
necessary to realize a common purpose is also faulty. 

Tliere is still a third requirement in division of work. The division 
of duties must be clearly defined so that those responsible for their 
performance will know exactly what they are expected to accomplish, 
and so that each individual and group will understand their relation- 
ship to all other component elements of a common enterprise. It is 
surprising in many agencies to find how often the division of work 
has been uncertainly defined, with resulting confusion in duties, over- 
lapping and duplication of effort, and poor accomplishment. An or- 
ganization structure which does not make its division of work clear 
and certain is faulty. 

If these three requirements in division of work are readily grasped, 
we still face the basic question of all: Just how shall any general 
enterprise be divided into work specialities? Granted that the division 
of work should add up to a common purpose, that every essential part 
of the common purpose should be recognized in the division of work, 
and that the division of work should be clearly defined, these maxims 
by no means tell us how to divide up work in the first place. This is, 
of course, the crucial factor in organization. 

Before we start to answer this cfiiestion, let us observe several quali- 
fications. Some forms of work specialization have developed far back 
in man’s life, even before we have any recorded history. There have 
been differences in society between farmers and urban dwellers, be- 
tween warriors and noncombatants, between rulers and subjects, be- 
tween craftsmen and common laborers. As cultures become more and 
more complex, specialization tends to advance. Today, in our highly 
interrelated society, work specialization has acquired far-reaching 
variety. In consecjuence, the work specialization which an administra- 
tive agency of government recognizes is in large part conditioned by 
the traditions and customs of work specialization in society as a 
whole. The development of professions is an acknowledgment of 
specialized knowledge and skills. Educational practices reinforce as 
well as reflect these customary specializations in work. Moreover, the 
state of knowledge in any society influences the practices of work spe- 
cialization. The larger the body of knowledge, the greater the prob- 
able degree of specialization which occurs in a society. Work special- 
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ization may also be affected by group habits and by the sense of 
public propriety which exists in a society. No administrator ever con- 
structs an organization out of whole cloth. Even when he starts a new 
agency, he has behind him accumulated experience, knowledge, pro- 
fessions, and traditions upon which to draw. 

Apart from the common problem in all organization of accommodat- 
ing the need for geographical specialization— a separate problem to 
be discussed below— organizational theory recognizes four major kinds 
of specialization by which work may be divided. The first of these 
is usually labeled ‘'specialization by purpose/' the second is “special- 
ization by process,” the third is “specialization by clientele,” and the 
fourth is “specialization by product/’ Although each of these types of 
specialization is fairly easy to define, no hard and fast line of demarca- 
tion is possible. Some shading of one kind of specialization into an- 
other is not uniisnal. Moreover, these various types of specialization 
are not necessarily mutually exclusive in an organization. In some ad- 
ministrative agencies tv\^o or more types of specialization may be found 
functioning along side of each other. This situation is not necessarily 
faulty, at least in the present state of knowledge about organization. 

One other factor must be (inphasi/ed at this point. We are here 
concerned with operating organization, with the structure which exists 
to perform the various parts of the end pur]')osc of an agency. Operat- 
ing organization is to be distinguished from management organization, 
which is a sc'parato and peculiar kind of organizational problem. This 
will be considered in a later section. At present our concern is e.xclu- 
sively with work specialization in performing operating, or end-pur- 
pose, activities. 

Specialization by purpose means division of work according to a 
subdivision of the component cuds or objec^tives of an agency. For 
example, a treasury or finance department in government is Xisually 
the agency for collection of taxes. The common basis for organizing 
this work is to divide the collection of taxes into various particular 
taxes to be collected— between property taxes and sales taxes at tlie 
local level or betw een income taxes and customs taxes at the national 
level. The component ekanents of the Department of Defense are 
ground forces, naval forces, and air forces. The component elements 
of the national Housing and Horne " inance Agency are public housing, 
public guarantee of private-housing finance, and supervision of private- 
housing finance agencies. The Tennessee Valley Authority has had as 
its major operating units water control, power, and chemical engineer- 
ing. 

Perhaps the meaning of specialization by purpose can be illustrated 
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by a contrast. During World War II the War Department had a single 
command, or operating agency, set up to provide the supply support 
both for commands training troops in the United States and for com- 
mands directing overseas combat operations. This purpose of supply 
support was divided internally by type of commodity handled, a basis 
of specialization about which we shall say more later. If this primary 
purpose had been organized into component purposes it would have 
been divided into such units as research and development, procure- 
ment (purchasing and production expediting), storage and distribu- 
tion, repair and maintenance, and transportation. Rut the supply sup- 
port agency of the War Department was not actually organized in 
this w^ay.^ 

Sometimes one finds the educational purpose of a public-school 
system organized not by age group and area served but according to 
subtypes of education: common schooling, classical education, scien- 
tific education, and vocational education (which may be further sub- 
divided into commercial education, mechanical, and other particular 
trades ) . 

These examples represent specialization by dividing basic purposes 
into component purposes and the creation of organizatiojial groupings 
accordingly. Such work division is quite common in organizational life. 
Sometimes it has been argued that this type of specialization is the 
only desirable, or even the only possible, method of subdividing work. 
There does not seem to be any conclusive evidence for such a theory. 
Sometimes it has been argued that specialization by purpose seems 
somewhat difficult to differentiate from other types of specialization. 
Yet the concept has proved to ha\e meaning in actual practice. 

Specialization by process usually describes division of work accord- 
ing to certain well-rccognized le^chniqucs involved in performing some 
end purpose. For example, engineering is coinmonl) thought of as a 
process, a specialization of technique in doing some work. I^aw work 
is a process or technique. Accounting and statistics are other processes 
which often find organizational recognition. In a municipal public 
works department which not only constructs public buildings but also 
operates certain services such as road repair, sewage disposal, and gar- 
bage and waste collection, it is not unusual to find an engineering 
division w^hich handles the engineering processes arising in all these 
separate activities. In a regulatory agency concerned with price fixing 

2 The author has recounted this organizational problem in detail in his book 
The Organization and Role of the Army Service Forces, a volume in the series “The 
War Department in World War IT' ( Wasliington . Department of the Army, His- 
torical Division, 1954), available from the Government Printing Office. 
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it is common to have a unit which brings together all the accountants 
who obtain data about the financial operations of a public utility. 
Some agencies concentrate in a law bureau all the work involved in 
preparation of formal cases for presentation to a court of law because 
this requires a special kind of process, no matter whether the subject 
is labor law, tort law, fair-trade law, or some other subject-matter spe- 
cialty. There have been agencies which grouped all statisticians in a 
single unit on the grounds that this specialized j;)rocess of collecting 
and analyzing some particular kind of data was one which ought not 
to be mixed with any other activity. Many state public-health depart- 
ments are organized into three groups of specialists— doctors, sanitary 
engineers, and nurses— representing different professional or process 
approaches to the end purpose of promoting public health. Most pro- 
fessions tend to advocate organization by process because this method 
recognizes tlieir separate and distinct difference from other groups. 

Specialization by clientele is another fairly common kirid of division 
of work. The Department of Agriculture, the Dei’jartrnent of Labor, 
and the Veterans Adininistralion are outstanding illustrations at the 
department level of gicat aggregations of work brought together on 
the basis of a particular clientele dealt with. Within the Department 
of the Interior, the Bureau of Indian Affairs is another example of an 
operating unit organized according to clientele. Within a grade-school 
program the basic division of work is usually by age group, each child 
of the same age receiving the same c'ommon elements of education. 
In a medical-care program it is common practice to divide patients 
by the kind of illness from which they suffer, such tuberculosis, 
venereal disease, and mental disorders. 

Specialization by proclnct is more often found in business than in 
l^ublic administration, but is common in any procurement organiza- 
tion. We have already mentioned the division of work in the Army 
for supply support of troops. This activity was divided upon the basis 
of kind of supply dc'signed, purchased, stored, distributed, and re- 
paired. One agency provided wcaiions and ammunition, another food 
and clothing and general supplies, another communi(‘ation equipment, 
another construction ecpiipment, another transpcjrtation equipment, 
and another chemical-warfare supplies. A similar system existed in 
the Navy. In agricultural administri U >n it is common to subdivide cer- 
tain types of work, such as a research program, between cereal crops, 
fruits and vegetables, and animal husbandry. 

All these types of specialization may be found in organizational 
practice, and may be found existing along side of each other. The 
problem an administrator must face is which type is preferable for his 
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particular operation. There is also the question whether some one 
pattern consistently practiced is preferable to a mixture. Some organi- 
zational surveys, such as a recent one on the New York City school 
system, have been critical of what has been called "unrelated,'’ "hap- 
hazard,” and "confused” organizational planning. Undoubtedly, in an 
agency which grows up over a period of time with changing and 
varied juirposes to carry out, such adjectives may be an entirely accu- 
rate characterization of its organization. 

Yet if there is any clear, convincing, "best” solution to organizational 
structure, the author does not know what it is. A decision among 
various possible bases of work specialization is still a matter of art, 
a matter of subjective judgment by the adminis’-rator and his advisers. 
They must determine upon the basis of tlieir best thinking the particu- 
lar type of division of work which seems best calculated to achieve 
their desired ends. If it were not for the human factors to be described 
in the next chax^ter, it might be possible to experiment with organiza- 
tion and so accumulate, perhaps, some empirical evidence about satis- 
factory performance by diflerent organizational types. This would be 
possible if we may assume for the moment that there were some con- 
crete, satisfactory data which would permit a romx)arative evaluation 
of different types of organizational structure. For the present we can 
only say that our knowledge does not wan ant any general conclusion 
or theory about a preferable type of work specialization to be used 
by an agency in carrying out its end purpose or purposes. 

Organizational experience does permit some comparison of advan- 
tages and disadvantages among these various types of work division.® 
Sjoccialization by purpose centers administrative attention upon end 
re.sults and brings together the various talents needed for their accom- 
plishment. On the othca- hand, this type of specialization may be weak 
in promoting iirii)roved processes and techniques important for future 
advancement. Also there is likely to be a tendency toward autonomy 
among the component organizational units. Sx^ecialization by process 
may promote develox^inent or ax)plication of the latest skills, and may 
advance certain professional career oxDportimities. Yet it does not 
necessarily concentrate attention uj)oii end results of an enterx^rise and 
may require a considerable degree of coordinating supervision. Spe- 
cialization by clientele is a convenience for those whom an agency 
serves, but may require a wide variety of talents and facilities not all 
of which may be fully and effectively utilized. Product specialization 
in x^urchasiiig and siipx^ly operations recognizes differences in indus- 

^ This has been attempted priinarib' by Gulick, in his “Notes on a Theory of 
Organization,” in Gulick and Urwick, eds., op. cit. 
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trial practice but again may be wasteful in personnel and facilities 
which might be used to handle a number of diflFerent products needed 
for a common purpose. 

The simple fact is that organizational structure is not some stand- 
ardized, interchangeable, and mass-made product ready and waiting 
for any administrator to use. Organization is custom-made by people, 
circumstances, situations, and conditions. It calls for constant manage- 
ment attention. Wc shall say more about this later. But work special- 
ization, although a common and indispensable characteristic of group 
effort, may be arranged in a wide A ariety of patterns. Which pattern 
seems ipreferable lor any individual circumstance is a decision which 
has to be made in the light of a particular situation by the best avail- 
able judgment. 

Organization for Supervision 

Besides work specialization, a second technical characteristic of or- 
ganization is hierarchy, which means the grouping of related activities 
into a formal structure of direction and supervision. When a large 
number of persons are rt;quired in order to achieve some large-scale 
result, whether it be the construction of a dam, the delivery of the 
mail to a large city, or a tactical operation by a military foice, some 
structure is nec(‘ssary in order to bring many persons and many talents 
into harmonious and common endeavor. 

The concept of hierarchy is best illustrated in military organization. 
For tactical opeiations by present-day ground troops, the primary unit 
is a division, which has varied over the years irom 10,000 to 15 000 
men. The division is a level of supervision, or an echelon of command, 
in military organization. Experience has indicated that in many tactical 
situations tlic division is a unit of endeavor capable of accompli.shing 
desired military results. The division in turn is comprised of a hier- 
archy of comi)oncnt unitS“n-gijne:jts or combat teams battalions, com- 
panies, platoons, and squads— to name them in descending order. On 
the other hand, di\'isions may be groujied into corps, and corps may 
be grouped into armies. This structure as a whole is often compared 
with a pyramid, rising from many basic units into a smaller and 
smaller number of intermediate steps until it eventuates in a single 
level of direction. In the civilian public service we usually term this 
top level of direction a “department,'’ and the top administrator the 
“department head.'' But there is no common nomenclature for this 
hierarchical structure, although the designations “bureau,” “division,” 
“section,” and “unit” in descending order are often found. 
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Organizational structure may be examined from two different per- 
spectives. One point of view may be called the “top-down” outlook, 
and the other one the “bottom-up.” In terms of grouping units for pur- 
poses of supervision the top-down point of view begins with a general 
purpose or some other basis of work specialization and proceeds pro- 
gressively to divide this into component elements of specialization. 
When a new government program has to be administered, such as 
foreign economic assistance, it is customary to begin the organizational 
planning in this top-down fashion. Each recognized level of operating 
specialization becomes in effect a level of supervision, a step in the 
administrative hierarchy, an echelon of command. 

On the other hand, in analyzing the accuniiffation of government 
activities which has grown uj) over a period of time, management may 
take the bottom-up point of \iew. A number of different programs 
and varied administrative practices are common in this kind of situ- 
ation. The problem then becomes how tliese should be interrelated 
or grouped into a hierarchical pattern of organizational structure. 
Thus, at the lime of Pearl Harbor, the Chief of Staff in the War De- 
partment found that there were at least 45 major o]')erating units sub- 
ject to the supervision of himself and his staff. And even this was not 
a complete listing, because there were as many more smaller units 
presumably subject only lo his direct command. The organizational 
problem in wartime with its great e^x^ansion of work was how to grouj) 
these v^arious units. Although the pressure for reorganization came 
from the to^D, the }ioint of view had to be one of looking at activities 
from the bottom up to determine which were interrelated in such a 
way as to be combined into new suxaervisory groux^ings. 

There are several technical conside^rations which can be identified 
as influencing decisions about organizational hierarchy. First, there 
is the coneex^t of “sx^an of control.” This idea asserts that an admin- 
istrator or siix^crvisor in an organizational structure should have a 
limited number of subordinate ox^eratirig officials under his direct 
supervision. Just how limited a number cannot be answered with any 
finality. Some writers on organizational problems have asserted that 
seven subordinates is all any one person can effectively supervise, but 
this appears to be based upon some mystical regard for the magic 
properties of the number seven rather than on empirical evidence.^ 

* Note the following quotation: “The ‘tliree and sexen rule' is a very important 
one in this matter of division. When one dnidc'S, it .should, if possible, be into 
not less than three, and not more than seven parts. If tl)ere be less than three, 
there is a great temptation for the head to interfere and take personal control of 
one or both the divisions under him. Also, where the divisions arc equal in all 
respects, two is too small a number to gel any of the benefits of friendly cornpe- 
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How many persons or groups an administrator should try to work 
with depends upon many considerations, such as his personal interest 
and capacity, the competing demands upon his time, and changing 
circumstances. In an administrative situation where the work load is 
more or less constant, where the nature of the work arouses little con- 
troversy, and where routine long established directs actual work 
processes, an administrator or supervisor may deal directly and per- 
sonally with a large niirnbcr of subordinates. In other words, how 
many subordinates an administrator should have depends upon how 
much supervision he feels it necessary to exercise. Yet the idea behind 
this phrase “span of control” has validity. Tliis is one important con- 
sideration in grouping activities for supervisory purposes. 

A second consideration is the matter of determining just how related 
are various governmental activities. It is easy to say as a general prop- 
osition that closely related activities should be grouped together under 
common direction in order to promote (‘oordination and in ordci to 
ensure full irse of specialized pcTsounel and facilities. As a general 
canon of organizational structure, there is much experience to rein- 
force such a proposition. Again, this is not a simple standard to apply. 
Just what arc closely related activities, and how closely must work 
be related in order to justify a grouping under common direction? For 
example, what do educational activities and pubhc-healtli programs 
have in common that they sliould b(' grouped together in the Federal 
government under a single executive department? What do Indian 
affairs, irrigation, mining and gciology, and fish and wildlife have in 
common that they should be grouped together under a single executive 
department? The aiisvvcr would seem to be that there is very litthi 
common interest in these activities but that they have been grouped 
simply ill order to lessen the supervisory duties of the Chief Executive. 

But the merging of three different governmeiit agencies concerned 
with housing activities in order to make up the Housing and Home 
Finance Agency suggests a high degu;e of common interest, even if 
ver>' different programs and techniques of admiiiistrati\'e action are 
carried out by the three agencies. 

For many years a national defense organization with separate de- 
partments of war and of navy si emccl satisfactory. Then in World 
War II experience indicated that there was a high degree of common 

tition. When the nuniher divisions is more than sevtm, there are too many to 
inspect aiifl control adequately. It is not always possible to divide according to the 
‘tlirce and seven rule’- geographical or other considerations may forbid; but, where 
possible, everything should he done to secure it.” E. G. Hart, “The Art and Science 
of Organization I,’* The Human Factor, vol. 7 (October, 1933), pp. 337—338. 
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interest between the Army, the Navy, and the Air Force. Not only 
was a new executive Department of Defense created in 1947, but in- 
ternal organization within the department has been a continuing post- 
war concern. A somewhat different illustration of the same considera- 
tion may be drawn from World War II experience inside the War De- 
partment. As we have noted, supply support was basically organized 
into seven services assigned the duty of procuring and distributing 
supplies on the basis of commodity specialization. Yet it was obvious 
that this work was highly interrelated, since troops were not properly 
equipped unless they had all their clothing, weapons, trucks, ammu- 
nition, fuel, food, and communications equipment at the right place 
in the right amounts at the right time. It was therefore an easy or- 
ganizational decision to make which brought all these supply “bu- 
reaus” under common supervision. 

A third consideration in organizational hierarchy is the desirability 
of avoiding an excess number of supervisory levels. F.very level of 
supervision means more than an administrator. It means a manage- 
ment staff as well. It means a check point through which communi- 
cation up and down the organizational hierarchy must flow. In other 
words, experience has indicated that it is possible to “overorganize” 
work, to create unnecessary levels of supervision, which result in a 
"layering” of management staff with consequent expansion of j^erson- 
ncl nt^eds and some possible delay in carrying out administiative effort. 
In the past, organizational thinking has given too little attention to 
the danger of excessive hierarchy of positions, but this fault is becom- 
ing increasingly evident in some organizational practice. 

Tht^re has been another coiisideratio?i which some writers have 
emphasized in the past: the desirability that each person should have 
only one superior, not two or more. This idea has evcai been given 
the status of a doctrine labeled "unity of command.” Today, it is gen- 
erally recognized that this particular canon of organizational practice, 
like that of "span of control,” is subject to qualification. In practice, 
most units of organization do have only one superior administrator, 
but he speaks necessarily through a number of assistants. If one insists 
upon the fiction that no staff aide e\'er has any identity apart from 
the personality of the individual administrator, the doctrine of unity 
of command may continue to have some validity. But in actual opera- 
tion special assistants to administrators speak to subordinate admin- 
istrators and their associates, and the technical "advice” and “informa- 
tion” they give are indistinguishable from orders. Unity of command 
may then mean that there should be only one top specialist giving 
advice on planning or budgeting or statistics, but even this is not 
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always the case. The least statement that can be put forth as an or- 
ganizational guide is this: too many supervisors concerned with the 
same or similar phases of work create confusion and even failure in 
administrative operations. 

We may summarize by observing that work specialization results 
in a hierarchy of administrative authority, and that this hierarchy con- 
sists in large measure of various levels of management exercising the 
power of direction over various units grouped together for supervisory 
purposes. The number and characteristics of these groupings are major 
technical issues in the organizational structure of administration. The 
considerations which determine these groux:)ings include a concern 
to prevent too many units subject to C'ommon sux)ervision, a concern to 
bring related activities under common sux:)ervision in order to promote 
common interests, and a concern to avoid excessive levels of super- 
vi.'iion. The application of these considerations to any given situation 
is a matter of pocrsonal judgment. In some circumstances one factor 
may be given greater attention than another. Thus, in the War Depart- 
ment, personnel activities were grouped with siipp^ly activities for 
common sux)crvision, CAen though it was difficult to find any basis 
of common int('rest. The reason appieared to be that the Chkd of 
Staff as top military administrator bclievc'd it essential to have three 
subordinate commands within the United States rather than four. 
UndtT the circumstances there is no objective criterion which would 
piermit a critic to say that this was a faulty organizational decision. 

Field Organizaiion 

Almost every government administrative agency must confront and 
solve the problem of field structure. The work of gov^ernment must 
be doiui where the job is: dams must be built on rivers, forests must 
be managed whtTev(T forest land has been assembled, mail must be 
deliv^ered all over the country, fortign relations must be conducted 
in foreign capitals, customs duties must be collected at pxirts of entry. 
One might go on almost indefinitely. Even if the claims of geography 
were not self-enforcing, organizational experience has demonstrated 
that one of the useful bases of work sjiecialization is area. If all in- 
come-tax returns ar(» not to be handled in the nation’s capital, the 
job may be div ided up-) by collection districts. If all school children 
in a large city are not to be required to attend one large central 
school, schools may be located in various areas of the city. For reasons 
of n(:‘C‘essity or administrative convcTuence, decentralization sooner or 
later bcconu s a major element in organizational structure. 

At the outset of this discussion let us mention a few of the peculiar 
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complications which make the subject of field organization a diflScult 
one. In the first place, geographical factors have a time-honored im- 
portance in the political tradition of our country. Local government 
obtained an early vitality in many of the colonies, and it was the states 
which created the Federal government of 1789. The subject of both 
state-local and of Federal-state relationships in our scheme of govern- 
ment is far too extensive to embark upon here. We must be content to 
observe that these relationships do exist and necessarily complicate 
the field organization of the public service. For example, some admin- 
istrative agencies are created by state governments primarily to super- 
vise the performance of activities of state-wide interest but actually 
conducted by local units of government. This is notably the case in 
the field of primary and secondary education and in the field of 
public-health activities. Similarly, some Federal government admin- 
istrative agencies have been creah^d primarily to supervise work of a 
national interest actually carried on by state governments. This is the 
case in such fields as agricultural extension work, highways, old-age 
assistance, unemployment compensation, airport construction, mater- 
nal and child health, and water-pollution control. These administrative 
relationships are usually carried out by the grant-in-aid device which 
provides for financial support of programs actually performed by an- 
other level of goverjunent, subject to certain restrictions and powers of 
oversight. In these instances the state or local unit of government pro- 
vides the area of operation and the top administrative office has little 
if any discretion in creating any field organization of its own. 

Our Federal system of government has encouraged this grant-in-aid 
arrangement for some types of administrative activity. The body of 
study in this field of administrative federalism is cjiiite sizable."’ It is 
clear that the grant-in-aid device is used when the Federal govern- 
ment wishes to reinforce a state activity by equalizing funds available 
for an activity or by setting certain minimum standards of service.® 
Sometimes, moreover, it has been resorted to w^here there was some 

^Federal Crants-in-aid (Chicago: The Council of State Governments, 1949); 
George C. S. Benson, The New Centralization (New York: Rinehart, 1941 ); Henry 
J. Bitternian, State and Federal Grents-in-aid (New Yoik: Mentzer, 1938), Jane 
IVrry Clark, The Bise of a New Federalism (New York: Columbia University Press, 
1938); V. O. Key, Jr., The Administration of Federal Grants to States (Chicago: 
Public Administration Service, 1938); Austin F. McDonald, Federal Aid (New 
York: Crowell, 1928); Edward A. Williams, Federal Aid for Relief (New York: 
Columbia Uni\ersity Press, 1939); J. Kerwin Williams, Grants-in-aid under the 
Public Works Administration (New York: Columbia University Press, 1939). 

®Cf. The Principle of Equalization Applied to the Allocation of Grants in Aid 
(Washington: Federal Seemity Agency, Social Security Administration, 1947). 
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doubt whether the Federal government had the constitutional au- 
thority to undertake an activity. Some state governors in recent years 
have been insistent that still other programs ought to be administered 
through the states. The states have been under similar pressure to in- 
crease their grants to local governments.^ Indeed, fiscal pressures aris- 
ing out of tax administration have had much to do with most of the 
recent discussion of grant-in-aid practices. 

Although the use of state or local government machinery under the 
administrative supervision of Federal or state agencies provides a pat- 
tern for accommodating the geographical factor, it is not the usual or 
necessarily the ideal way of solving Die problem. Most of the work 
done by the Federal government is performed through geographical 
areas which are fashioned in the discretion of the Federal admin- 
istrators. State boundary lines are sonK'tiiries ignored, and at other 
tJtnes are combined to make desirable areas of effort. The great dis- 
parity of slates in physical size and in population, as well as the 
artificiality of some ‘•fate boundaries in terms of economic, sor'ial, and 
geographic' unity, makes the states unsatisfactoi y administrative areas. 
State administrative agc'ucies frequently make the same criticism about 
tile use of local govermnent boundary lines in carrying out their 
activities. MoreovcT, Federal administrators find that supervisory rela- 
tionships with states are delicate to maintain, and state administrators 
find the same thing true about their relations with local governments. 
And in at least one instance, that of unemployment insurance, the 
resort to the states as administrative arc'as has complicated the en- 
ccxiragemc'ut of labor mobility and has led to the conclusion by some 
investigators tliat a “national unemployment compensation system 
should rc'place the JedcTal-:,cal(' system as soon as possible.”” 

The whole subject of administrative fedcTalism bedongs properly in 
a full consideration of the political .actors which dt'terminc organiza- 
tional structure. It seems a reasonable conclusion to state that Federal 
administrators, given their own free choiee and motivated primarily 
by technical as wa'll as personal considerations, jirefer to set np a field 
organization of their own de\ ising and completely under their own con- 
trol. The same generalization again may be made about state admin- 
istrators. Accordingly, we shall pass b} any further attention to Fed- 

" Staic-Locfil Rt'lafUms (Chica^^n: The Council of Slate Co\crnmenLs, 1946). 

^ Rayinorul C. Atkinson, The Federal Hole in Unemployment Compensation Ad- 
ministration (Washington: The Social Science Research Council, 1941); and Wil- 
liam Haber and J. J. Joseph, “An Appraisal of the FederahState S> stem of Unem- 
ployment Compensatifin: The Need for a Federal Plan,” The Social Service Review, 
vol. 15 (June, 1941), p. 231. 
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eral-state and state-local administrative relationships in this present 
discussion. 

At the same time, it may be appropriate to note that Federal ad- 
ministrative officials working “in the field”— which means any place 
outside Washington— frequently do build close relationships with state 
and local government officials and do cooperate with them on many 
common concerns. This is a necessary phase of most field operations 
of Federal and of slate agencies, even when the actual program in- 
volved is being carried out solely under the administrath'c jurisdiction 
of the Federal or state agency. The Work Projects Administration of 
the depression in the lOSO’s, for example, was a national agency with 
its own field structure, but its operations required very close working 
relations with state and local governments. The same is true of many 
other Federal agencies, from the Federal Bureau of Investigation to 
the Army, Navy, and Air Force. 

There is another aspect of the so-called “field problem” which need 
not occiq^y us here. This is the whole subject of so-called “regionalism.” 
In considerable part this subject of regionalism, which endeavors to 
identify cultural, economic, and social unities in a few large areas 
of the United States, is not concerned with administration at all.^ On 
occasion there has been some rather loose talk about using regions as 
.subunits of our Federal structure rather than the present sta^s; per- 
haps it would be more accurate to say that occasional thought has 
been given to reducing the number of state governments and to en- 
larging their boundaries to coincide with some patlerji of cultural, 
economic, social, and geographic unity. But this again is obviously 
not a matter of management discretion in the public service, and it 
is management discretion which is our major focus of interest in this 
volume. 

In a few instances stale governments have enclc'avorcd to broaden 
the scope of their administrative activity beyond the severe limitations 
of their own boundary lines through the device of the interstate com- 
pact. Perhaps the most notable achievement in this whole field has 
been the Port of New York Authority set up by compact by the states 
of New York and New Jersey and administered by a board appointed 
by the governors of the two states. But the interstate compact has 
been employed in other fields as well, such as water utilization and 

On regionalism in general see Howard W. Odiim and Harry Estill Moore, 
American Regionalism (New York: Holt, 1938); and Merrill Jansen, ed.. Regional- 
ism in America (Madison: The University of Wisconsin Press, 1951). 

Cf. Erwin Bard, The Port of New York Authority (New York: Columbia Uni- 
versity Pre.ss, 1939). 
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river-basin sanitation, forest-fire protection, marine fisheries, and 
higher education.^ ^ There is a growing tendency, moreover, for states 
to create new units of government for ad hoc purposes with boundary 
lines embracing a whole metropolitan area, such as sanitary districts, 
transportation districts, health districts, and consolidated school dis- 
tricts.^ ^ Moi cover, voluntary cooperation among local governments on 
many matters, such as public health, fire protection, and education, 
has helped to rationalize local government areas. Technical con- 
siderations of work load, to be discussed in a moment, have brought 
about these readjustments in local service areas. At the same time, a 
concern for local participation in the control of government causes 
many citizens to oppose consolidation of governmental units. Again 
this is a problem that the administrator cannot solve, although he 
can and does help to mitigate some of its most glaring deficiencies. 

There is only one major administrative agency in the Federal gov- 
ernment organized to operate in a single geographical area; this is 
the Tennessee Valley Authority. The unicpie characteristics of this 
agency in its regional and corporate aspects have led the former chair- 
man of its board to laud its virtues. He has spoken of the TVA as 
“democracy at the grass roots,” as “decentralized administration of 
cemtralized authority.” lie lias found its peculiar satisfaction in the 
agency’s jurisdiction over the “seamless web” of land and water; in 
the broad discretion givcm to administrators living in the region; and 
in the practice' of widespread consultation with and utilization of local 
])ublic and iirivatc institutions.^*^ Yet othc^rs who have examined the 
Tennessee Valley Authority without the enthusiasm of the participant 
aware of real accxnnplishnK'nt have been less inclined to praise.’” It 
seems generally agrec’d among most students of the problem that a 
national agency is desirable which will have unified jurisdiction over 
river development in its navigation, flood control, irrigation, power, 

Frederick I-. Zimmerman and Mitchell Wendell, The Interstate Compact since 
1925 (Chicagn: The-* Council of State Co^ enimeiits, 1951 ). 

To illustrate the literature on the problems of .uea iu metropolitan go\'crnment 
one recent volume will suffice: Helen L. Jones ami Fobert F. Wilcox, Metropolitan 
Los Angeles: Its Governments (Los Angelc*s: The 11 .yncs Foundation, 1949). 

To illustrate the cooperative ino\en>ent in metroxiolitan administration see 
Margaret Corsnch Mordeii and Richard Cooperative Health Administration 

in Metropolitan Los Angeles (l.os Angclc;s: Unu ersity of California at Los Angeles, 
Bureau of Governmental R('S(vareh, 1949), 

i'^Da\id E. Lilienthal, TV A—Dcmocracy on the March (New York: Harper, 
J944). 

^'^See t'spceially C. Herman Pritchett, The Tennessee Valley Authority (Chapel 
Hill: Universitv of North Carolina Press, 1943); and Charles McKinley, Uncle 
Sam in the Pacific Northwest (Berkeley: University of California Press, 1952). 
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and other aspects, and that the subordinate operating units of this na- 
tional agency should be organized on a river-basin, that is, on a 
geographical, basis. But this would be a different organizational ar- 
rangement from the separate valley authority idea. A national program 
must first of all be organized on a national basis if it is to ensure 
similar treatment of similar problems throughout the entire country, 
if it is to make economical use of central services like research, and 
if it is to restrain scctionalist tendencies by promoting concern for 
the national interest. 

This brings ns, then, to a brief account of the technical considera- 
tions which influence the administrator of a national or state govern- 
ment agency in establishing his ovm field sti icture. The first factor 
is a concern for the work load. Field organization is necessary at those 
points or in those areas where there is an administrative task to per- 
form. Ordinarily the number of administrative areas will be deter- 
mined by the size of the work to be performed. A maintenance district 
of a state highway department, for example, would be laid out pri- 
marily in terms of an area sufficiently large to utilize both equipment 
and work crew on a full-time basis. In other words, the work load 
should be large enough to require efficient use of specialized facilities 
and personnel. Moreox'cr, it has usually s('cmed desirable more or less 
to equalize the work load among various adrninistiative area;^. 

A second factor has been a concern for convenience of the clientele 
of an agency. How far should a child be expected to walk to reach 
a primary-school building? Should health centers be established in 
various areas of a city in order to encourage ex])ectaiit mr)th(jrs and 
others to make use of the facility, or should there be onc^ major health 
center? Should every county-seat town in an essentially rural area have 
agricultural offices available for ready consultation? A conccrji for the 
convenience eff clientele may encourage use of administrative services, 
if this is desired, but it also may require more offices and more per- 
sonnel than the efficient use of facilities and personnel would dictate. 
Thus there may be a conflict in organizational planning between the 
consideration of field-work load and the consideration of convenience 
for the clientele. Some kind of adjustment or compromise between 
the two is often necessary. 

The problem of boundary lines for fit‘ld administration also presents 
some difficulty. One aspect is the question whether the field districts 
of Federal administration should observe state boundary lines. Some 
field districts do not and others do. Much depends upon the nature 


McKinley, op. cit. 
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of the work of an administrative agency and the degree of intimacy 
required with state and local agencies. Obviously, in an agency con- 
cerned with development and use of a river's water resources, the 
watershed area, not state boundary lines, is of primary importance. 
Obviously, in the Social Security Administration which works closely 
with state welfare agencies, state boundary lines are important. A 
procurement organization for one of the Armed Forces would obvi- 
ously be concerned with boundary lines which marked off major in- 
dustrial areas, regardless of state boundaries. On the other hand, 
states are important in the housing work of the Federal government 
because so many aspects of housing construction fall under state and 
local government control. In general, Congressmen favor a field struc- 
ture which strictly follows state lines because it is the states which 
are the important units of the elec tion process in this counti'y. Some- 
tiiiies administrators endeavor to avoid too close an identification with 
particular state boundary lines in order to prevcait excessive interest 
in an agency's work by local political organizations. 

Another problem of boundary lines is whether there ought to be 
common practices among various agencies in constructing their field 
areas. Today Federal agencies follow their own particular interest 
in sc‘ttiug up field activities. The Bureau of Internal Revenue has 
one set of bcjundary lines, the Census Bureau another, and the Bu- 
reau of Labor Statistics still a third, and so on. In the procurement 
activities of the War Dej^artinerit during World War II, every one 
of the eight procurement “bureaus" had its own separate field pat- 
tern and no two were the same. Moreover, the War Production Board 
had one set of regional boundary lines, the War Manpower Commis- 
sion anothc^r. and the War department still a third. Yet all were closely 
related in a eoniinon task. A gre^at deal more attention needs to be 
given to the desirability and leasioility of common field boundary 
lines among Fedeial agenck^s and among state agencies. 

A number of major ijidustrial and transportation centers through- 
out the United States are beginning to emerge as field centers-cities 
like Boston, New York, Philadelphia, Atlanta, Cleveland, Chicago, St. 
Louis, Denver, and San Francisco. The number of Federal offices lo- 
cated in these cities has beeome sub^hiotial indeed. The question then 
arises whether collaboration in the field among \'arious administrative 
agencies might be encouraged if more agencies usc'd common field 
headquarters. The objection is that such a practice would simply add 
further to the congestion already so troublesome in most cities. Nor 
is office space and personnel readily available when the Federal gov- 
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emment moves into any one city on a large scale. A scattering of field 
oflBces has a number of technical advantages. Needless to say. Con- 
gressmen too look upon a dispersion rather than a concentration of 
field centers as a sort of “sharing of local benefits” from Federal admin- 
istration. 

Another problem is that of levels of field organization. In Federal 
administrative terminology the words “regional” and “district” office 
are commonly employed to indicate different types of field units. 
Usually the district office is the basic operating unit in the field, ac- 
tually performing the work of the administrative agency. Sometimes, 
for reasons of both work load and convenience, a district office may 
set up subdistrict offices, although as a gej serai rule this practice 
again means additional staffing requirements. Regional offices, then, 
usually are intermediate supervisory offices directing the work of a 
number of district offices and standing between them and the head- 
quarters office in Washington. In other instances the regional office 
may be the only kind of field office which a Federal agency main- 
tains outside the nation s capital. The “layering” of field offices is a 
matter which requires careful attention. During World War II when 
the Army operated some 100 major military posts throughout the 
United States, it seemed clear that the supervisory task was too great 
to be handled just from Washington. As a result an intcwnedialc 
layer of nine regional offices was used to siiptTvise the actual per- 
foiTnance of central instructions by these post commanders. During 
the war an organizational study /Suggested that six rather than nine 
regional offices could amply carry the supervisory work load, but this 
reduction w^as not actually accomplished until altc’r the end of th(j 
war. On the other hand, the Veterans Administratioii in 1946 set up 
13 regional offices to supervise some 70 district offices at a time when 
its work activities were greatly expanding.^' These regional offices 
were never able to demonstrate fully their utility, the Washington 
office being unwilling to convey cxtensiN^e discretion to them, and 
the district offices resented the injection of a new level separating 
them from the central headquarters. Khueover, staffing the regional 
offices with competent personnel proved difficult. As a result the Vet- 
erans Administration abandoned the 13 regional offices in 1948 and 
decided to supervise the 70 district offices directly from Washington. 
The Hoover Commission “task force” which looked into this situation 

The actual tCTiriiiiology used was different. For some reason tlie Veterans 
Administration had employed the word “regional” in tlie sense in which “district* 
has been used hero. Hence, when the new layer was introduced, tlie term “branch” 
office was employed for what was labeled “regional” here. 
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did not find any reason to criticize this change.^® It is not easy to 
determine just how elaborate a field structure any administrative 
agency needs, but as a general proposition an intermediate level of 
supervision should not be injected unless there is strong evidence of 
a real need and unless the headquarters office is willing to confer ex- 
tensive supervisory authority upon such an office. 

But the most difficult of all problems in connection with field offices 
is whether an agency shall decentralize its activities by specialty or 
by hierarchy.^® Or, in other words, the organizational choice for an 
administrative agency is either a separatist field organization or an 
integrated one. The early, one might say traditional, field pattern 
has been decentralization by specialty. In so far as Federal adminis- 
tration within the United States has been concerned, it was the bu- 
reaus rather than the dei3artments which had early administrative 
vitality. Hence it was bureau management rather than departmental 
management which determined necessary field organization. The re- 
sult was a hodgepodge of bureau field offices scattered throughout 
the United States. In 1935 , for example, the National Resources Com- 
mittee drew maps of 105 different field areas used by 30 different de- 
partments and independent establishments. It has not been unusual 
even for divisions of bureaus to set up their separate field offices. Thus, 
one study found nine separate offices of the Department of Agricul- 
ture located in the city of Chicago during the 1930’s.'^^ On the other 
hand, many of the emergency agencies set up during the depression 
and during World War II experimented with a different kind, an in- 
tegrated field organization.-- The same effort was made by the Army 
Service Forces of the War Department in World War 11 . 

Cf. Commission on Organisation of the Executi\e branch of the Government, 
Veterans* Affairs^ a rt'port to llic Congress, February, 1949 ( Wasliiugton: Govern- 
ment Printing Office, 1949). 

^‘^This terminology was first suggested l y Arthur W. Mac'mahon and the author 
in 1941. Cf. Arlliur W. Macinahon, John D. Millett, and ( dadys Ogdtm, Adminis- 
tration of Federal Work Relief (Chicago; Public Administration Service, 1941), 
Chap. 11. Earlier W, F. WiUoughby had used the terms “multiple” and ‘unitary” 
held organization. Cf. his Principles of Public Administration (Washington: Brook- 
ings, 1927), p. 155. 

^0 National Resources Committee, Regional Factors in National Planning (Wash- 
ington: Government Printing Office, 1935). 

21 David B. Truman, Administrative Z>i . utriilization (Chicago: University of 
Chicago Press, 1940). 

22 In addition to the volume on the WPA cited above, see John A. Davis, Re- 
gional Organization of the Social Security Administration: A Case Study (New 
York: Columbia University Press, 1950); Emmette S. Bedford, Field Administra- 
tion of Wartime Rationing (Washington: Government Printing Office, 1947); and 
Carroll K. Shaw, Field Organization and Administration of the War Production 
Board and Predecessor Agencies, historical reports on War Administration, War 
Production Board, Special Study 25 (processed 1947). 
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The essence of the difference between the two types of field organi- 
zation is just this. In the first type, decentralization by specialty, a 
bureau or division of a bureau, sets up field offices wherever it be- 
lieves them necessary, and each field office reports back directly to 
the Washington office concerned with its particular or specialized 
work. In the second type, an agency sets up a field office which per- 
forms all the specialized work of the agency as a whole in a particular 
geographical area. The specialist reports back to the specialist in the 
headquarters office on technical matters, but on administrative mat- 
ters he reports to the field-office manager and the field -office manager 
reports to the cential administrator in Washington. Thus an essential 
element of decentralization by hierarchy, or cf an integrated field or- 
ganization, is a system of '‘dual supervision.” 

The advantage in the first type of field structure is simple. Each 
bureau or subbureau in the capital sets up a field office according to 
its own work-load needs and has direct authority over all the A^ork 
of each field office. There is no "interference” with the field opera- 
tions of each specialty under this scheme. But there are disadvantage's 
as well. Each field office under this scheme does its work to suit it- 
self, and collaboration with any other office having similar interests 
is purely voluntary. Moreo\'er, each field office requires a number 
of services in order to operate— personnel, budget, olFice, mail, trans- 
portation, etc. Many field offices are too small to utilize these services 
fully; larger offices would result in more oc'onornical use of such serv- 
ices. For example, a consolidatiop of thirteen scjparate offices in oiic 
large city during World War II into a common building under one 
common manager resulted in personnel savings of 10 per cent of the 
total previous staff, and these savings were all realized in such activi- 
ties as mail and messenger service, transportation service, care of the 
plant, and reproduction service. 

But the more important disadvantage in the separate field office 
is inconvenience to the clientele. For e.xample, it is not uncommon 
for the Department of Agriculture today to have four or five different 
offices in a county-scat town, each separate, each in a diflerent location, 
and each likely to give different advice to an individual farmer. There 
are separate offices for .soil conservation, for farm crcKlit, for production 
and marketing, for commodity loans, and for agricultural extension 
(which is state-administered under Fedeial grants). These various 
services are not combined into any common program to help a farm 
as such except in so far as voluntary cooperation is worked out by the 
local representatives of these various agencies of the department. The 
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result of all this, when one makes local inquiry, is that one finds criti- 
cisms to the effect that local operations are in a “state of confusion.”^® 

An integrated field structure has the advantage of meeting the 
principal defects of decentralization by specialization. It does make 
possible economical operation of central services and it can encourage 
a common approach among specialists in meeting common problems 
in the field. Much depends upon the extent to which common ele- 
ments do exist in the field in the varied activities of Federal govern- 
ment departments and other agencies. In agriculture and in river de- 
velopment it seems apparent that the common interests are very large 
indeed. In some other fields, such as wages and hours administration 
and labor statistics, the common interests are less apparent. The ma- 
jor difficulty to the integrated field pattern, apart from tradition based 
upon past practice, is the one of making a system of dual supervision 
effective. Only if administrators and sj)ecialists learn to work together 
effectively in a common organization can an integrated field structure 
be satisfactory.^^ 

Whatever the pattern of field organization, supervisory relationships 
between field office and headquarters arc crucial in promoting effec- 
iive performance of administrative activities. The most common coni- 
jolaint among field officers is that they have too little discretion to 
meet local conditions, lhat they are bound by too many regulations 
and restrictions, and that there is too little awareness of local prob- 
lems in central offices."'^ We have referred to the w^hole problem of 
supervision earlier, but it is well to remember that its most trouble- 
some nuinifeslations usually arise in ficld-hcadquartcrs relationships. 

The whole subject of field organization is another part of the larger 
topic of administrati\'e organization, and another complication which 
requires continuing management aHention and concern.-^'** 

-3 Cf. Grass Roots: A RepoH and an EvalnatUm ( \\ ashir»gton: Council on Inter- 
governmental Relations, ]947). 

2-1 The author has discussed this problem at greater length in New Horizons in 
Pnhlic Administration ( Unu ersity : University ol Alabama Press, ]94o), and in 
The Organization and Role of the Army SeitHce Forces, a v/olumc in ffie st'rios on 
tlie XJ.S. Arm> in Woild War II (Washington: Government Printing Office, 1954). 
Sf‘e also James W. Fcslcr, Area and A ' nruistralion ( Ll^niversity : University of 
Alabama Press, 1949). 

25 Cf. Washington- Field Rektionships in the Federal Service, a series of lectures 
and papers (Washington: IT.S. Department of Agriculture, Graduate School, 
1942). 

20 For a good siimmarv see Emmette S. Redford, “Problems of Mobilization 
Agencies in Establishing Field Organization, ' Public Administration Review, vol. 
12 (Summer, 1952), p. 166. 
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Management Organization 

The fourth and final technical consideration in organizational struc- 
ture is that of providing the necessary management organization. This 
whole volume is devoted to the subject of management, and should 
provide some indication of the scope of management work in a large- 
scale government agency today. The scope of this work is such that 
no single administrator can expect to handle its details personally, or 
to handle it with the aid of a few personal assistants. An administrator 
must have help, and in a large-scale organization he must have a 
good deal of help. I low much assistance and how much specialization 
are desirable in providing that assistance a^e the crucial issues in 
management organization. 

A concern for management organization as such has been a rela- 
tively recent interest in the study of public administration. Increas- 
ingly the realization has developed that management is meaningless 
unless adequately organized to perform its duties. This point of view 
was emx^hatically expressed in the very first rei)ort submitted to Con- 
gress by the Hoover Commission in 1949. This report declared: “The 
wise exercise of authority is impossible without the aids which staff 
institutions can j)rovide to assemble facts and recommendations upon 
which judgment may be made and to supervise and report upon the 
execution of decisions.” ^ 

Yet there are limitations, too, in this concern for management organi- 
zation. Specifically, these are the dangers of overelaborate organiza- 
tion and of a tendency for management units to become operating 
units, to try to do too much. The result is an antagonism between oper- 
ating officials and management staff. The most that one can prescribe 
today is that a management staff should learn to behave like a man- 
agement staff. To this adage one might add a further prcscriy^tion : A 
top-management staff should behave like a top-management staff. Such 
an admonition is not nearly so circular in reasoning as it may at first 
seem. It takes real administrative perception for top administrators to 
learn how to concentrate upon major x^roblems and to learn how to 
leave details to others, especially to the various operating units. In 
the general interest which has been aroused in this matter of adequate 
management organization, too little has been said about keeping man- 
agement organization small, and keeping it small by careful construc- 
tion of operating organization and by careful concentration upon a 

Commission on Organization of the Executive Branch of the Government, 
General Management of the Executive Branch, a report to the Congress, February, 
1949 (Washington: Government Printing Office, 1949), p. 1. 
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few primary issues where management can exercise a strategic influ- 
ence upon the entire organization. 

Interestingly enough, Congress in the Federal government and state 
legislatures to a lesser degree in state governments have been suspi- 
cious of the development of management organization at the top of an 
administrative agency. This legislative scrutiny has apparently done 
much, through budgetary limitations, to keep the size of management 
organization within bounds. To some extent this dubious attitude re- 
flects the hostility of particularist interests centering around subordi- 
nate operating bureaus; to some degree it is prompted by a political 
concern lest a department head try to aggrandize his status and make 
himself a well-known public figure; and partly it results from a failure 
of administrators to justify fully their management needs. But with 
such a legislative attitude widely prevalent, management is all the 
more well-advised to construct its own internal organization v/ith care. 

As we have noted, the range of management interests in the public 
service is indicated by the subject-matter content of this volume. In 
some degree all these aspects of management will in turn be reflected 
in the management organization. But tliere are various ways in which 
these activities may be organized. Except in very broad terms there 
is no such thing as a standard or common pattern for management or- 
ganization. Instead, we can generalize only about certain major ele- 
ments which will usually appear in any particular management struc- 
ture. The actual arrangement in any given situation will depend upon 
peculiarities of personality and tradition, internal operating structure, 
and the nature of the work performed. 

In the first place, management needs specialists in providing direc- 
tion to the work an agency docs. Just what kind of specialists and the 
number of them will depend upon the common problems of the oper- 
ating organization which managem<^‘nt believes it necessary to isolate 
and emphasize for common treatment. For example, in a procurement 
organization based upfni commodity differentials, the commanding 
general of the Army Scr\'icc Forces during World War II found it de- 
sirable to set up management units to specialize on purchasing policies 
(including pricing), production problems (including construction of 
new plant facilities), research and development, storage and distri- 
bution practices, and maintenance operations. In the United States 
Forest Service, whose operating organization is set up on a geograph- 
ical basis of ten regions and individual forests, the management organi- 
zation includes specialists who plan and supervise such common con- 
cerns as timber management, range managemeiit, wildlife manage- 
ment, fire control, and engineering (mostly construction work). If a 
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unified river-development administration were ever to be created in 
Washington and then divided for operating purposes into various 
river- valley areas, it is easy to predict that the management organiza- 
tion would include specialists on flood control, navigation, irrigation, 
power, and sanitation. Because present operating organization in the 
Federal government for river development is divided among different 
agencies specializing in navigation and flood control, irrigation, and 
power, the top management of each agency has to organize itself geo- 
graphically in order to emphasize the common interests of each river 
basin. Thus, the particular assistants an administrator requires in pro- 
viding the substantive direction of the services performed by an ad- 
ministrative agency will depend upon the particular specializations 
which it seems desirable to plan and supervise the work performed by 
operating units. This direction and supervision necessarily concentrate 
upon the broad basic purposes of the agency as a whole. 

In the second place, management organization ordinarily requires 
specialized units to handle the operating problems which we are dis- 
cussing in the present part of this volume, that is, the j)roblems of 
organization, budgeting, personnel, and legal service. Many govern- 
ment agencies have a general counsel or legal adviser. Where no full- 
time requirements of this sort exist within an agency itself, manage- 
ment may depend upon the attorney general or cor]Doration ^counsel 
(in local government) for such legal assistance as may be needed. 
Usually there is a budget director and personnel director in manage- 
ment organization. The work of management improvement may be 
done by a budget office, sometinles by a personnel office, and some- 
times by a separate office. 

In the third place, management organization will include some units 
to handle housekeeping services such as plant maintenance, purchase 
and storage of supplies, transportation and communication, and cer- 
tain other common needs. We shall be saying more about this matter 
later in the next part of this volume. 

Many administrators attach a public-relations adviser or assistant 
directly to their own office. This arrangement recognizes that a top 
administrator must personally represent any agency to the public at 
large and that he must therefore have some assistance constantly at 
hand in meeting this duty. In addition, in large-scale agencies, many 
administrators find it desirable to have a deputy to carry much of 
his own immediate work, especially in helping to provide internal 
leadership. Where there is an integrated field organization, the deputy 
administrator may have a small unit in his office to maintain general 
contact with the field structure as a whole and to help reinforce the 



Organization as a Technical Problem 179 

status of the field general manager, who must keep many diflFerent 
specialists working together harmoniously. 

There has been an increasing tendency in large Federal government 
departments and agencies and in some state and local government de- 
partments to have a single administrative officer assigned to handle 
common problems of operations and housekeeping services. For ex- 
ample, the Hoover Commission in 1949 recommended that each de- 
partment should set up the position of “administrative assistant secre- 
tary” to perform “duties of a housekeeping and management nature” 
and to give “continuity in top management.” "" Usually budgeting, 
personnel, and central housekeeping services are assigned to such an 
officer. 

But however management may be organized to carry out its duties, 
there can be no question about the fact that management must be 
organized in some way, and that management requires the efforts of 
a number of specialists working together to realize the common ends 
of any administrative enterprise. 

Flcxihiliiy 

There is still another factor in organization which requires mention. 
The human-relations aspects of organization— to be discussed in the 
next chapter— tend often to make for organizational inflexibility. In- 
deed, in terms of the social relations and expectations of any group, 
change entails fear of the unknown or unfamiliar. The accustomed 
modes of work then appear to be the best, almost the only, pattern 
of administraliN'e effort. 

But a maiiageniciit aware of changing circumstaners and changing 
needs may perceive the desiiabilily of alterations in organizational 
structures. 1 he nature of itie work of any ageney may shift a great 
deal over a period of time-. For example, when a central agency w\as 
first set up in 1910 to guide the e. -feiise procurement operations of 
the Federal go\ernmenl, the initial task was to h(dp the \A'ar and 
Navy Departments to embark upon large-scale procurement. Staivcd 
financially as they had been between 1920 and 1940, both departments 
needed help in recruiting procurement personne!, in devising neces- 
sary procurement procedure's, and in buihhrig up industry relations. 
Moreover, the (act that there were million unemployed persons in 
the country and many plants operating far below their production 
capacity meant that there was little need for any control over scarce 
economic resourcc.s. All this was changed after Pearl Harbor. By this 
time the two departments had built up their personnel and procedures 

28 Ibid., p. 37. 
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for procurement of military supplies. Now economic resources were 
being taxed to meet both military and other market demands. Hence 
the nature of the work to be done by a central agency like the War 
Production Board was quite diflFerent from what it had originally been. 
Yet in terms of personal relationships it was not easy for key members 
of the staff of the agency to adjust their thinking to new tasks, and 
it was not simple for top management to adjust its organizational struc- 
ture to fit these changing circumstances. 

In ordinary administrative endeavor the need for change does not 
appear so dramatically or so quickly as in an emergency. Yet the cir- 
cumstances and conditions with which the management of any given 
administrative agency must cope do alter over a period of time. And 
it is almost always certain that changing conditions will bring with 
them changing organizational needs. 

The problems of organization structure in a fluid, dynamic society 
are not static. Organizational knowledge and ideas also grow. As a 
result organization is a continuing problem, one which requires peri- 
odic attention by management. Organization has its own elements of 
growth and change, its own rcquiicmcnts for flexibility. This, too, is 
an important element in organizational planning. 

Charts 

It is customary in most administrative agencies to endeavor to make 
the abstractions of organizational structure more understandable 
through visual presentation with an organizational chart. This prac- 
tice is apparently a necessary one; it is useful to draft inganizational 
charts in an eflort to help persons to understand the duties atid rela- 
tionships of organizationr' sbucture. 

Usually organizational charts are of three basic types. The structural 
chart conveys information about the major component units of the 
organization. A simplified version o* such a chart is shown in Figure 3. 
The functional chart sets forth the primary duties which each special- 
ized group in an agency is expected to perform Such a chart is shown 
in Figure 4. And in the third place charts may be prepared to indicate 
types and number of personnel engaged ’r> performing the work of 
each specialized group in an agei '' ^ Such a position chart is illus- 
trated in Figure 5. To be sure, there are many possible variations in 
these types, and even attempts at combination of them. 

On occasion an organization chart may become quite elaborate, and 
even artistic. Charts may even be drawn in an effort to prove that 
some contemplaced organizational structure is bad, such as the charts 
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drawn by the Navy Department at the end of World War II to demon- 
strate that its plan for postwar organization was superior to that of 
the Army plan. In a series of charts the Navy proceeded to demon- 
strate that its plan provided for coordination of national security activ- 
ities, for extensive civilian control of the Armed Forces, for integration 
of foreign relations and military policies, for adequate strategic plan- 
ning, for proper consideration of budget requests, and necessary units 
of supply support. And in all these respects the Army plan was alleged 
to be deficient."® 

Organizational charts actually suffer from many deficiencies. In the 
first place, because of the graphical nature of an organizational chart, 
there is always a desire to make it artistically balanced and appealing 
regardless of the realities of actual organizational structure. Indeed, 
'[ is diflScult to communicate in an organizational chart the relative 
importance or the relative size of various component parts of an or- 
ganizational structure. In the second place because of the need for 
simplicity of design, an organizational chart can never indicate the 
full extent of the interrelationships among the component parts of an 
organizational structure. Yet it is these interrelationships which are 
often just as vital as the specializations which an organizational chart 
endeavors to indicate. If an organizational chart were drawn with all 
the wide variety of crisscrossing communication and cooperation nec- 
essary in most organizational groups, a chart would become almost 
meaningless. And obviously no organizational chart as such can 
“prove” or “disprove” that an existing organizational structure will 
be effective or ineffective in realizing the major purposes of govern- 
mental activity. Charts may illustrate various factors to be taken into 
consideration in de\asing or altering organizational aiTangements, but 
they accomplish little else. 

It seems fair to remark that an organizational chart can be a dan- 
gerous instrument in the hands of the unwary or unscrupulous. Yet 
the organizational chait is also an indispensable instrument in think- 
ing about and in communicating the details oi organizational special- 
izations in an administrative enterprise. Thr important fact to bear in 
mind is only that the organization; * . hart must be used with care and 
must not be expected to provide a complete and accurate account of 
organizational practice. 

This document was entitled The Nai y Plan for National Security and was re- 
produced within the Navy Department for distribution to Congressmen and a few 
others whose point of view the Na\y desired to influence. 
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Principles 

From time to time some of the more enthusiastic writers about or- 
ganization have declared that there are great fundamental truths, or 
principles, which inovide a settled rule of action for organizational 
practice. More recently these pretensions have been seriously chal- 
lenged on the grounds that our state of knowledge about organization 
docs not provide any such principles at all.‘^'' The argument is that no 
exact forecast of administrative events is possible upon the basis of 
existing concei:)ts about organization, and that actually there an con- 
flicting ideas about desirable organizational practice. 

More recently it has been suggested that in studying organization 
we should think of “objectives*’ rather than of “principles,” and that 
in so doing we should recognize other objectives besides efficiency or 
(‘conoiny. More particularly these other objectives should include the 
goal of justice or fairness to the clientele or consumers of administra- 
tive service, the goal of speed of administrative action, and the goal 
of program perforniance and emphasis. It has even been suggested 
that some degree of “planric^d friction” may be purposely desired in 
organization in order to promote competition or experimentation in 
rendering administrativi^ ser\iee. Moreover, in our political system 
organizational size may oft(*n be regarded with suspicion, both as 
wielding too much power and as being too cuml)ersomc to realize 
prompt action. 

The idc'a that there are any immutable laws of organization is not 
tenable at the present time. Whether we shall ever have any “prin- 
ciples” as a certain base for organizing the public services seems prob- 
lematical, Yet it is a counsel of despair to say that only onr “common 
sense” can guide ns in cicating and altering organizational arrange- 
ments. The experience and thought briefly summarized in this chapter 
have given us at best, it would aj^.-ear, certain maxims, certain guides 
to administrative conduct. To label lh(\se ideas as “maxims’ rather 
than principles is a gesture of modesty. It implies only that our pres- 
ent-day knowledge about organization has proved nsefnl in prac- 
tice, and that wt^ do possess some helpful eonsidc rations to be applied 
in any particular situation. 

throe \olnnie.s which liave laivcn this position most vioorou.sly are 
Schuyler C. Wallace, federal Depart mentalizatinu (New' York: Columbia Univer- 
sity Press, 1940); Herbert Sim.ui, Administrative Behavior (Kew York: Macmillan, 
J947); and Dwight E. Waldo, The Administrative State (New York: Bonald, 
1948).’ 

Charles McKinley, ‘'Some ‘Principles’ of Organization,” Public Administration 
Review, vol. 12 (Summer, 1952), p. 157. 
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In brief, these maxims about the technical factors in organization 
may be summarized as follows. Group effort by its inherent nature 
requires work specialization. Such work specialization must be cal- 
culated to meet the objectives of the group endeavor, must encompass 
all the essential elements involved in realizing those objectives, and 
must be understood by the participants. Work specialization may be 
divided on the basis of component purposes, work processes or tech- 
niques, clientele served, or product produced or handled. These vari- 
ous bases of work specialization may be combined in different ways 
and in different degrees in an organization. 

Second, organization is characterized by hierarchical levels of super- 
vision, the number and scope of these levels being determined by a 
concern for limiting the supervisory burden of any one manager, by 
a concern lor bringing related activities with a common interest under 
common sup^^rvision, and by a concern for simplified lines of com- 
munication. 

In the third place, organization must provide for the geographical 
distribution of activities, this distriliution depending upon work load, 
upon a concern for con\enicnce of the clientele affected, upon the 
desirability of boundary lines common with other agencies, and upon 
whether decentralization is by specialization or by hierarchy. 

Finally, management itself must be organized at each level of super- 
vision to carry out its responsibilities— responsibilities of providing 
common direction of basic purposes, of providing operating essentials 
such as organization structure and budget and personnel, and of pro- 
viding necessary internal services. 

Organization as a technical problem is also a continuing problem. 
In any large enterprise there is a need for the organization expert— 
the person well educated in organization knowledge and sensitive to 
organizational circumstances— to examine structural arrangements on 
a periodic or continuing basis and to recommend desirable adjust- 
ments. 

Organization is a technical problem on which a good deal of knowl- 
edge has been accumulated. Some day this knowledge may advance 
to the point where more than common .sense is available for sni:)plying 
the details of organizational decision, may advance to the point where 
more exact predictions about satisfactory or preferable organizational 
forms may become possible. We do not seem to have arrived at that 
point yet. 



CHAPTER 8 The Human Relations of Organization 


It is not enough to think of organization in technical terms. We have 
mentioned earlier that there arc at least two other points of view which 
are equally important and equally determinative of organizational ar- 
rangements in the public service. One of ihesti is the political aspect— 
the way in whic h the desires of interest groups, legislators, and chief 
t^xecutives influence organizational structure. The second aspect is 
the subject of this chapter— the ways in which human or social con- 
siderations influence organization. 

Organization is people working together. In the public service, as 
in other formally organized groups, the social behavior of people 
working togethc]* attects organizational arrangements. This subject of 
the social psychology of organizational behavior has attracted a good 
deal of attention in recent years.^ In general, much research and re- 
flection has convinced students that there are peculiar characteristics 
of group behavior in organization, and that an understanding of these 
characteristics is essential to a knowledge of organization. Yet thus 
far there is little in the w^ay of systematic theory about group behavior 
in formal organization. Certainly few efforts have beem made to formu- 
late conc(‘pts similar to those wdiich comprise our present knowledge 
about technical aspects in organization. We shall outline here certain 
elements which might be incorporated into a general theory about the 
human relations of organization. 

1 The volume of literature in this field has become quite substantial. See e.spe- 
cially, ChestiT I. Barnard, The Functions of the Executive (Cambridge, Mass.; 
Harvard University Press, 1938); Herbert A. Simon, Administrative Behavior (New 
York: Macmillan, 1947); Scbuylcr D. Jlnslctt, ed.. Human Factors in Management 
(Parkville, Mo.: Park College Press, 1946); Robert K. M(Tton, Ailsa P. Gray, 
Barbaja Hockey, Hanan C. Selvin, Reader in Bureaucracy (CIcncoe, III.: Free 
Press, 1952); and Robert Dubin, ed., Human Relations in Administration (New 
York: Prentice-Hall, 1951), 
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One fundamental axiom must be accepted at the outset of this dis- 
cussion. This is the proposition that large-scale organization is com- 
posed of many different groups. For our purposes here we may think 
of these groups as formally organized units of people in the organiza- 
tional structure of an agency. From a departmental point of view, 
groups may be large entities of persons comprising the major operating 
parts of the organization, such as bureaus. From the point of view of 
a bureau, groups may be chief component units in its own internal 
organizational stnicture, such as divisions. From the point of view of 
a division chief, the important groups would be the various component 
units within his organizational jurisdiction. When we speak about 
groups in organization, there is no standard definition of size or place 
in an organizational hierarchy which we can emplov. Rather, the exist- 
ence of groups is a common phenomenon throughout all levels of 
structure of an agency. Some groups are small and cellular in nature; 
other groups are large and far-reaching in nature, having many sub- 
groups. In speaking about the human relations of organization, we 
prefer to talk about component groups rather than component tiniis 
of an organizational structure. 

The Conditions of Group Effort 

Whenever a group of persons are brought together to do a common 
job, they become, in the words of Barnard, “participants in specific co- 
operative systems.” - Psychologists and others have long accepted a^ a 
fundamental tenet that human beings are disposed to cooperate, to 
work with one another. From the beginning of Western th(;nglit, man 
has b(‘en observed always in dual terms, as an individual and as a 
social being. This fact has led Elton Mayo, for example, to observe 
that the strongest human characteristic is man’s desire to be continu- 
ously associated in work with his fellow men, ' 

The individual disposition to cooperate with others may be taken 
as one of the major characteristics of group behavior in formal organi- 
zation. It is this disposition which can be cultivated and utilized for 
effective endeavor by an intelligent management. To be sure, much 
of an individuabs peisonal satisfaction in his work depends upon 
purely interpersonal relationships, that is, upon his relations with the 
other individuals who make up his primary work group. These rela- 
tionships, it has been found by industrial research, have much to do 
both with individual and team productivity and with job satisfaction. 

2 Barnard, op. cit., p. 16. 

3 Elton Mayo, The Social Problems of an Industrial Civilization (Boston: Grad- 
uate School of Business Administration, Harvard University, 1945), p. 111. 
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But these interpersonal relations are not the focus of our interest in 
studying the human relations of organization. Rather we begin with 
the existence of a group and are concerned with the reactions of group 
to group in an organizational structure. 

If interpersonal relationships are more or less satisfactory within a 
working group, the first condition management at a superior level of 
supervision must deal with is group solidarity. The administrator, as 
Elton Mayo has put it, deals with "'well-knit human groups and not 
with a horde of individuals.” ** It may be highly desirable for manage- 
ment to know individuals, to be aware of their personal capacities 
and peculiarities. But management must also think of persons in their 
group relationships. Management undermines the whole idea of group 
effort in organization unless it accepts and promotes the sense of any 
common interest and well-b('ing which exists within groups. Organiza- 
tional life is impossible upon any other basis. 

In the second place, management must understand that group soli- 
darity feeds upon something more than the individual disposition to 
cooperate. There must be a sense of common ])urpo5;e also, an aware- 
ness of a cominoii goal. Moie than this, the group must believe that 
this common goal is worthwhile, that it is useful and beneficial not 
only to themselves but to others as well. Men work together for some- 
thing })esidcs the joy of work itself, important though this may be. 
Men work together because' thc-y have a sc'nsc of worthwhile accom- 
plishment. A Tnanagement which jKomotes this sense of achievement 
builds eflcjctivc group be havior within an organizational structure. A 
management which hampers or belittles team accomplishment tears 
down the veny foundations of group endeavor. 

A third condition of cooperative group activity is some degree of 
stability in relationship tc other groups. Bureaucratic jealousy and 
conflict is a pathological phenomenon which lias often ber*n observc'd. 
But the normal state of intergronp relationships tends tow^ard har- 
mony and mutual adjustine^it if fo^' no other reason than the human 
desire for some degree of certainty in group bt'havior. It is not at all 
unusual for one group voluntarily and willingly to compromise a 
jurisdictional conflict with another group, both because groups usually 
desire to appear reasonable and rational in tiieir bt^havior and because 
groups sense that their objectives may be better realized in an atmos- 
phere of relative harmony rather than in one of conflict. Thus, for ex- 
ample, it is not unusual to observe the Bureau of Agricultural Eco- 
nomics and the Bureau of the Census in the Federal government reach- 
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ing an agreement about their respective roles in the collection and 
analysis of statistical data on agriculture. Prompted in part by the ex- 
ternal threat of a new administrative agency, the Army Corps of 
Engineers and the Bureau of Reclamation were able to agree upon 
a joint program for the development of the Missouri River. Any organi- 
zational group tends to desire that its w^ork objectives shall confoiTn 
with whatever the group over a period of time has built up as its work 
expectation, and then tends to desire a degree of organizational sta- 
bility in the pursuit of those objectives. 

In the fourth place, group willingness to cooperate with other groups 
is enhanced or diminished by the system of external rewards or other 
satisfactions provided in recognition of their accomplishments. Just as 
the desire to be appreciated is one of the primary satisfactions de- 
manded in individual behavior, so the same desire is a major condition 
of group behavior. Intergroup conflict may arise out of a feeling of 
inadequate recognition of the contribution njade by a particular group 
to the common purpose of a large enterprise. Such conflict may be 
avoided or mitigated by concrete evidence of appreciation. It is a com- 
mon mistake of our times to believe that recognition is tangible and 
meaningful only if it is material, that is, if it entails more money or 
its equivalent. A good deal of research has convinced many persons 
that monetary rewards are of lessor importance than the psycliological 
satisfactions which ciiliancc prestige and status. We have commented 
about this earlier in terms of individual behavior. Here wo would 
emphasize that the' same factor is at work in motivating the group 
behavior whic^h makes up an organizational structure. 

The organization of a large enterprise must be thought of in terms 
of many different primary work groups cooperating in a common 
cause. In the absence of such cooperation an organization degenerates 
into a state of internecine strife which means no organization in any 
meaningful sense at all. A management concerned to promote internal 
harmony among the groups wliich make up its organization has to 
maintain aji environment which recognizes these basic conditions of 
intergroup cooperation. This means that management must recognize 
the importance of grcxip solidarity, the nc^ed for purposeful behavior, 
the desire for stability in iutergroup relationships, and the concern 
for group recognition or appreciation. An organizational stmctiire must 
in some way give due consideration to these motivating conditions of 
group behavior. Obviously it is not a simple matter to apply these 
general standards of organizational conduct to specific situations. The 
art of administration manifests itself in the sensitivity of management 
to these conditions of group behavior. 



The Human Relations of Organization 191 

It might be thought that the primary organizational good or value 
inherent in these conditions would be a static life, or at least the 
absence of any organizational change. In fact, group interests do make 
organizational change difficult to bring about. The author has seen 
many illustrations of changes in organizational instructions and in 
organizational charts which resulted in no concrete evidence of change 
in organizational behavior. The explanation was simple. No attempt 
had been made to plan for and to motivate a change in group be- 
havior. The static predisposition of much group interest must be 
clearly understood if management is to be able to bring about organi- 
zational change. 

Here, then, is the real challenge to a management which desires 
to achieve organizational improvement through changes in work as- 
signment or intergroup relations. The desired change must be planned 
in terms of meeting the conditions of intergroup coox^eration outlined 
here. Unless this is carefully done, past work habits are so strong and 
so secure as to x^revail in spite of any words of instruction about a 
newly desired mode of behavior. 

Any existing organizational structure provides an institutional pat- 
tern of intergroux> behavior. This pattern is not immutable. In times 
of crisis, grouxo values may be questioned, or group confidence may 
be uiiderrnined. Then change may be possible. Under noncrisis condi- 
tions, organization may be altered by an appeal to self-interest; it may 
be altered by an appeal to some new normative pattern of beha^dor 
based upon common moral sentiment or even upon a utopian goal. 
In one of these ways change may be rationalized and tlie group con- 
vinced that different expectations of behavior are reasonable and 
compatible with group ^ ahu s. 

If space xiermitted, it would be useful to analyze these precepts in 
the concrete setting of one of the major organizational problems of 
governmc?nt in our time. This is the problem of organization for na- 
tional defense. Too much of the thinking that has gone into the effort 
to construc t a new and effective organization of our national Armed 
Forces since 1945 has been predicated upon a concern with technical 
factors of organizational behavior. Many oi those who have dealt with 
the problem in greater or less degree have come away with the belief 
that military high commands are composed of persons who are irra- 
tional and uncooperative. The real trouble, the author would like to 
suggest, has been rather that Army, Navy, and Air Force groups have 
been highly rational in their concern for what they conceive to be 
the interests of their group. Each force has certain basic drives: the 
desire to retain its separate identity, the desire to preserve time-hon- 
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ored traditions, the conviction that it has a unique and essential role 
to play in national defense, the determination not to be submerged 
by any other force, and an eagerness for full recognition of its indis- 
pensability. The organizational planners for national defense have 
tended to give too little attention to the conditions which promote or 
retard effective intcrgroiip relations, and have failed to suggest new 
organizational patterns which woidd satisfy these basic drives. Or they 
have failed to motivate a change in attitude about intergroup relation- 
ships which would in turn make a change in organizational patterns 
effective. It would be highly desirable to study the postwar experience 
in national defense organization in just such terms as are suggested 
here. 

Group Loyalty 

Apart from these general conditions which enhance or retard inter- 
group cooperation, there are certain othcT factors which must also 
be examined in the human relations of organizational behavior. One 
of these is group loyalty. This loyalty begins ordinarily in the recruit- 
ment process. It is fostered by a system of internal training and experi- 
ence which may continue over an extended period of time. It is rein- 
forced by constant concern for group identity. It flowers in a more or 
less implicit set of group values. ^ 

This situation may be observed in many groups, such as the Foreign 
Service, the Forest Service, the officer corps of the Armed Forces, and 
the inspection corps of the postal service. Consider for a moment the 
field of public-school teaching. Admission of the individual to public 
employment is based upon certain specialized educational require- 
ments. Promotion or pay increases dt'pend not only upon length of 
service but also upon continued professional education, of both an 
in-scrvice and an external nature. Frequent meetings and many pro- 
fessional organizations encourage a sense of community of interest. 
Over a period of time a well -developed set of grouj) values emerge 
which emphasize security of tenure, common levels of remuneration, 
and devotion to group welfare over individual advancement. Needless 
to say, at the core of all this group loyalty is a firm conviction in vital 
service rendered the community, a conviction which rests upon solid 
achievement. 

These comments are in no way intended to disparage the profession 
of public-school teaching. The profession has grown with the highest 
ideals of service and ethics. Group loyalty under these circumstances 
is nothing to be ashamed of. But this group loyalty means that there 
can be little organizational flexibility in the operation of our public- 
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school system, if some flexibility were to seem desirable. These same 
circumstances are evident in many other government services in our 
society. The public-school system is by no means unique. Group 
loyalty is no isolated phenomenon in the organizational life of the 
American public service. 

One complication in group loyalty is worth noting. Often the kind 
of loyalty we arc talking about here is directed to a particular skill 
or type of work rather than to a particular employer. The public-health 
doctor may be employed by local, state, or Federal governments. The 
engineer may work in many different agencies. In other words, tlie pro- 
fessional man or woman feels a sense of professional loyalty which 
may transcend loyalty to any particular organizational institution. On 
the other hand, many government employees are confined in their 
work to a siiigle government agency, such as the post office, the police 
department, the State Department. In these instances there is an even 
more intense degree of organizational loyalty than among the pro- 
fessional or skill-oriented staff.'* 

How does this sense of group loyalty tend to manifest itself in an 
organizational structure? It is evident first of all in resentment of what 
appears to be unjustified or uninformed external attack. Proposals for 
organizational change may be interpreted as just such an attack. Group 
loyalty is then usually defensive, to be inclined to justify past group 
behavior and methods of operation, to feel tliat the only justified 
change is that which is self-generated, wdiich comes from within the 
group and which advances through knowm and trusted avenues. 

Any tlireatened change wall be combated l)y any and all available 
means, and often by resort to ideological defens(‘s. The author has 
observed counteroffensives to proposed changes in military organiza- 
tion on three different occasions wdiieh resorted to such charges as: 
(1) the change will introduce “politicar generals into seats of powder 
and destroy professional know’-how; and (2) the change will introduce 
the “Prussian” concept of centralized military ptjwer. In each of these 
instances the stereotypes of political generals and military dictatorship 
were employed to arouse hostility to change feared by one or more 
groups in the- Armed Forces. In each of the instances the stereotype 
appeared to be irrelevant to the immediate problem at hand. And it 
makes no difference either that one stereotype may contradict another; 
logic is no bar to efieetive exploitation of commonly accepted truisms. 
It is a common practice in organizational conflict to transfer the tecli- 

® This conclusion is borne out by a study which the 'uithor had the advantage 
of reading before publication, made by Dwaine Marvick at the Survey Research 
Center, University of Michigan. 
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nical problem to an ideological issue if this is at all possible. In a 
setting of emotional obfuscation, the organizational change thought 
harmful to group loyalty and identity may be avoided. 

Apart from this concern about attack, group loyalty also shows itself 
in positive efforts to promote the welfare of the group in every possible 
way. Group welfare is often interpreted in terms of more income, im- 
proved conditions of work, greater job security. But group welfare 
means also preservation of group values found in the customary meth- 
ods of procedure. It is quite common to find that when a grouj) is 
confronted with the alternative of more individual income but sub- 
stantial change in work habits or of less income but stable work 
conditions, the group will voluntarily accept the .^econd choice. Group 
values inhere in accustomed practice as much as, or even more than, 
in economic aggrandizement as such. 

The perpetuation of group loyalty depends in substantial measure 
upon the recniitment practices of the public service. It is therefore 
understandable why any organized group is always much concerned 
about any apparent substantial change in recruitment practices, either 
in raising or lowering educational and experience requirements or in 
altering the social background of prospective members. Group cohesion 
and like-mindedness are fostered by relatively common social and eco- 
nomic backgrounds. To introduce new and different recruitment j)rac- 
tices may be to weaken group cohesion, to encourage divisive coun- 
sels and interests. Many organizational changes can be realized in an 
agency only if a different kind of personnel is brought in to effect the 
desired new practices. Such action is likely to offend existing group 
loyalties. 

The presence of group loyalties as an essential element of organiza- 
tional structure is a vital factor to understand and to work with. Again 
loyalties are not necessarily static. They can be altered. But not 
quickly, and not with the same facility with which the organizational 
planner maneuvers the units of an organization chart. 

Tradition and Job Security 

The role of tradition and the concern for job security are such im- 
portant factors in the behavior of organized groups that they deserve 
further comment. Both of these factors greatly influence the reaction 
of groups to their place in an organizational hierarchy. 

Most human institutions have a considerable history. In a time of 
great crisis our political society may experiment with new activities, 
with new institutional devices, and with new organizational arrange- 
ments. But the story of most government services is a record of gradual 
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accretion, of evolving purposes and methods arising out of social and 
political conditions which change fairly gradually. The Treasury De- 
partment of the Federal government in 1953 was very different from 
the Treasury Department of 1801 or of 1861; yet the changes had come 
steadily through the years rather than suddenly. 

This development over time of most government activities and agen- 
cies means that organization has a history. It has a tradition. The per- 
sons who work in an agency acquire these traditions as a part of the 
process of work adjustment within their group. Usually a work group 
in a large organization will contain people of different ages. There are 
the "old-timers,” the "middle-aged,” and the "youngsters.” The official 
leader, the supervisor or director of the group, may not necessarily be 
the oldest member, but tlie old-timers are usually persons of great 
influence. They have the longest recollections. They can remember 
the persons long since gone who at an earlier day operated the work 
of the group. They recall events unknown to others, and are a store- 
house of information and advice about current problems in the light 
of past experience. In this role of re-creating the past, the old-timers 
pass along the traditions of the group to the others. In due course the 
middle-aged become the old-timers, the youngsters become the mid- 
dle-aged. New recruits arrive to refresh the stream of human activity. 
In this process the traditions of the group are perpetuated; more than 
this, they are honored and revered by long acceptance. 

Tradition is a vital force in the life of any organized group. It is 
erroneous to think of the role of tradition as somehow confining, re- 
strictive, or deadening. Our whole society depends in large measure 
for its effective performance upon tradition. The same is ti*ue of most 
if not all administrative agencies. Perhaps no force is so great a factor 
in keeping any administrative agency in opcTation as tradition. It is one 
of the greatest assets which any idministrator possesses. It is not to 
be regarded lightly, or cast aside with careless conceiM. Tradition is a 
powerful drive to be nurtured and respected. 

One need, then, for an administrator who must work with the various 
groups who make up an agency is to learn its history. Much of this 
history may not be recorded. Only i(;cently have some administrative 
agencies of government made a formal effort to prepare historical 
narratives about administrative developments. Much of the liistory of 
an agency must be acquiied by word of mouth, by personal investiga- 
tion, and by use of various available documents. Simply because a 
history has never been reduced to an ordered expression docs not 
mean that history is unimportant. Such is by no means the case. Only 
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through an understanding of the past can the administrator hope to 
deal adequately with the present. 

Along with tradition has gone the concern of most groups with job 
security. Obviously the very foundation of an organized group is the 
prospect of some degree of continued existence. Most men will not 
engage in an enterprise which has no future. Occasionally, of course, 
it is possible to recruit persons for work of limited duration. There are 
even people who can make a career in serving vari(Kis temporary enter- 
prises, such as research or investigative agencies set up for ad hoc pur- 
poses. But this is the exception rather than the rule. It seems probable 
that when most i’)eople go to work, they look for an activity which will 
challenge their interest and offer some prospect of continued employ- 
ment. 

Once individuals have been incorporated into a working group, job 
security becomes more than a personal matter. It becomes a primary 
value of the group as a whole. There develops a mutual or commem 
concern with continued existence. The more one identifies himself with 
the group, the more the group desire for perpetuation becomes domi- 
nant. There may be some persons from time to time who refuse to 
become fully submerged in the group. There have always been certain 
outcasts in eveiy society. There have always bt^en deviant personalities. 
Often some of the most creative work has been accomplished by these 
individualists. But the forces for social conformity are so great that 
only a few personalities ever place themselves against the welfare of 
the group. Continued existence becomes a matter of group interest. 

It is worthwhile to note that civil service ])racticcs providing for 
some security of tenure in public administration have been promoted 
in large part by public employees themselves. At local government 
levels, civul service regulations for recruitment and retention in the 
public service have apparently been most rigorously applied to the 
public-school teachers and to the police and fire service's. In the latter 
instance, identity of the group has been clearly promoted by a com- 
mon uniform and by common traditions. Moreover, it has not been 
easy for police officers and firemen to transfer readily to other types 
of work or to other ejnployers; certainly not in the same degree that 
many professional workers have been able to move back and forth 
among employers. In consequence, police and fire groups in most 
large cities have demanded and obtained some formal rules about 
job security. 

Organizational change which would seem to threaten job security 
is inevitably regarded with fear and hostility by affected groups. The 
very life of the group itself may appear to be menaced. Under such 
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circumstances change will be resisted unless some assurance is forth- 
coming that no violence will be done to past tradition or to the concern 
of the group for its continued and useful existence. 

Status, Prestige, and the Struggle for Power 

Obviously any unit within an organizational structure which has 
identity as a group works under some kind of leadership. This leader- 
ship, as was pointed out earlier, may be formal and official, or informal 
and implicit. When formal authority has been vested in a person whose 
position in the group is or becomes dominant, leadership is both official 
and actual. When formal leadership authority is vested in a person 
who does not enjoy the confidence of ihe group, some other person can 
usually be found who exercises implicit leadership of the group. But 
leadership does of necessity exist. 

Intergroup relationships within an organization structure are vitally 
affected by the ambitions and the objectives of group leadership. 
Again, because the group identifies its own interests with thost^ of its 
leadership, because group members feel a personal coiu;ern with the 
fate of their leader, the relationships of \arious leaders within an 
organization are something more than a purely interpersonal matter. 
The concert and clash of personalities within an organization quickly 
take on the attiibutcs of intergroup interest as well. The leader of a 
group does not stand as an isolated figure in the affairs of an organiza- 
tion. He is representative of others who have a sense of inunediatc 
involvement in his own actions. 

In terms of the human relations of intergroup coopfTation and con- 
flict, there are thiec major forces at work in any large organizatton. 
Leadership is cspecaallv concerned with status, prestige, and the 
struggle for power. Hence e\ciy organization and every top manage- 
ment must make due allowance foi these forces, and indeed capitalize 
u] 3 on them for the benefit of the organization as a whole. 

Status is an intangible element involving position or place in an 
organization. Because it is characterized by hierarchy, because it is 
constructed of varying levels of authority and jurisdiction organiza- 
tion is necessarily a formal status system Theie are certain assump- 
tions about the power to direct the work of ethers, about duties and 
responsibilities, which attach to every position in an organization. 
Because these duties and responsibilities vary, status varies with them. 
Indeed, social practice throughout most of Western history has always 
recognized differences in the status of various persons. In general, 
social status may depend upon age, ancestry, wealth, learning, physical 
prowess, acceptance or initiation into a privileged group like the 
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medieval church, or occupation (as a public servant or doctor). In 
a variety of ways these elements of status have been combined or 
associated at different times. Moreover, it has been possible in many 
societies for individuals to rise in status and to fall in status under 
varying circumstances. 

Administrative organization is one form of social organization. It, 
too, has its status system. A bureau chief is more important— that is, 
he has greater power, rights, and obligations— than a division chief 
or a section head. Status is more than just a matter of titles, however. 
It is compounded also of such elements as compensation, office quar- 
ters, size of staff, frequency with which consulted by superiors, influ- 
ence, and recognition. There is a natural humeU disposition, appar- 
ently, for individuals to enjoy differentials in status; many individuals 
hence seek an upgrading of status in whatever ways are oj^en to them. 

This basic element in human behavior has its profound repercussion 
upon administrative organization. Any organizational innovation which 
may be interpreted as a reduction in status will be opposed. Any or- 
ganizational action which may appear to advance the status of an- 
other group and leave the concerned group in a static position will 
be view'cd with alarm. In other words, any organizational decision 
which does not involve some upgrading of status has little appeal for 
the component groups affected thereby. 

One reason why it is so difficult to maintain a standard iiomcncTature 
in the organizational structure of government departments and agen- 
cies is that such a practice tends to make that structuie inflexible and 
static. Many agencies are constantly experimenting with new tlesigna- 
tions for internal component groups because of a concern for the 
status of the group and its leadership. A new title often appears to con- 
fer new status. 

Anyone w^ho has had extensive experience in government organiza- 
tion has observed the many decisions which are based iijion a com- 
bination of technical and human factors. One bureau in the Depart- 
ment of Commerce of the Federal goverrnnent was at onc' time divided 
into three “offices” in order to confer new and superior status upon 
the three units and their chiefs. The position of bureau chief was for 
a time abandoned. During World War II on one occasion an outside 
agency complained to the War Department that it w^as being asked to 
deal with a unit which it said had too subordinale a status in the or- 
ganizational hierarchy. The outside agency said it wished to deal only 
with a unit of the War Department General Staff, and an organiza- 
tional change was made in internal structure simply to accommodate 
this concern for status. 
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Prestige is, of course, closely related to status, but it is not neces- 
sarily synonymous. We usually think of prestige in terms of reputation, 
admiration, renown, and general respect. In an organization these 
attributes are more than personal characteristics of an individual; they 
may be enjoyed by a whole group. Usually prestige is founded upon 
a record of performance which has been built up over a period of 
years. But prestige may also be acquired by the mysterious practice 
of a special knowledge or ability which others apparently do not 
possess or are denied. In any event, prestige is an important considera- 
tion to a group in an organizational structure. 

Here again arise limitations upon organizational change. Obviously, 
no person or group desires voluntarily to suffer any diminution in 
prestige. Every effort will be made by most groups to preserve and 
advance the prestige which they have currently achieved. Organiza- 
tional arrangements are exx3ected to enhance acquired prestige, not 
to destroy or belittle it. 

In the third x^lace, all organizations, public and private, contain 
within them some elements of a struggle for j)Ower, This struggle does 
not engulf the energies of all individuals, or of many individuals in 
the same degree of intensity. Some iiersons are satisfied to be followers. 
Others are almost consumed with an overwhelming drive to attain 
the highest possible position of status and prestige. Again, such atti- 
tudes generally tend to be socially useful rather than othenvisc. In 
the organization of the public service these attitudes in individuals 
lieli 3 to advance group performance and achievement. 

But organizational decisions must always be viewed in the light of 
the effect they may have upon this struggle for power which is con- 
tinually going on. Decisions which af)pear to give preference to one 
person over another, to one group over another, may be resented by 
those who believe they have been disadvantaged. Here again is an 
organizational consideration which must ever be foremost in the think- 
ing of management. 

The Strategy of Organizational Change 

Much of what has been written here may appear to be a counsel 
of despair. It might well seem that organization is by the inherent na- 
ture of its human relations inflexibh once it has acquired some history 
and continuity of operations. It is true that any administrative agency 
in the public service acquires over a period of time its own peculiar 
characte ristics based upon the human factors which we have outlined. 
Necessarily, we have had to present our observations here in terms of 
their influence upon continuity of organizational behavior. It does not 
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necessarily follow, however, once an organizational structure has been 
devised, that practice and operations can never again be changed by 
top management 

To be sure, there is a common belief among some persons that 
many agencies in the public service are insensitive to changing cir- 
cumstances and often unresponsive to their immediate environment. 
There is a famous story about Lord Kitchener of Khartoum which illus- 
trates this popular belief. When told that the German and Allied armies 
in France and Flanders in the autumn of 1914 had entrenched them- 
selves from the sea to the borders of Switzerland, the head of the 
British army is supposed to have remarked: ‘They can’t do that. It’s 
not the way wars are fought.” Many administra^ve groups have been 
disposed on occasion to take a similar attitude. But this attitude, 
rather than being the product of some peculiar condition in the public 
service, is common to most social groups whether they are public agen- 
cies, private businesses, or other groups. 

It follows that there is a strategy of organizational change which 
management would do well to understand and practice. There arc 
two elements to this strategy: crisis and consent. It is relatively easy 
to carry out far-reaching organizational change in a time of crisis. A 
tidal wave engulfs Galveston and the commission form of government 
and administration is introduced. A flood swamps Dayton and the 
city-manager system of administrative leadership emerges. A financial 
crisis in New York City brings talk about the need for a new charter. 
Upon the heels of so pervasive a crisis as the military defeat at Pearl 
Harbor the first great reorganization of the War Department since 
1903 followed. And the general-staff system introduced at the insist- 
ence of Secretary Elihu Root in 1903 was in great part made possible 
by the admitted failure of War Department performance in the Span- 
ish-American War five years earlier. 

Crisis, then, may bring organizational change, especially if top man- 
agement is prepared to take prompt action. Often those changes may 
be effected solely to create the iDOpular impression of adjustment to 
new conditions. This kind of change in organizational structure may 
actually be meaningless. But a management which has considered 
organizational adjustment over a period of time may use the circum- 
stances of crisis to introduce far-reaching changes in a shorter period 
of time than would otherwise be necessary and which under "normal” 
conditions would be so disruptive of human relations as to be virtually 
impossible of execution. 

But management cannot always rely upon the fortuitous advent of 
crisis in order to effect organizational adjustments. There is the alteraa- 
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tive choice of the strategy of consent. This means resorting to the slow 
process of piecemeal and gradual change based upon some long-term 
goal for organizational structure. Or it means a careful cultivation of 
understanding among all the component groups of an agency about the 
purpose of change, and an assurance that the contemplated change 
will not be destructive of the group values which have been built up 
over a period of time. We have outlined here what seem to be the 
essential elements of those group values. The strategy of consent is 
one of accommodating these values in the process of organizational 
change. It requires an alert and understanding management to achieve 
organizational alterations under these conditions. 

Summary 

An organization is people working together. Hence organization has 
the characteristics inherent in the human relations of individuals asso- 
ciated in a cooperative elfort for a common purpos(\ People who work 
together become groups within an organizational structure. Group soli- 
darity arises from a basic disposition of human beings to work with 
one another, reinforced by a sense of worthwhile common purpose. 
Tn their intergroup relations, groups tend toward harmonious adjust- 
ment, esiDecially if the constituent group believes that it is receiving 
ample recognition of its importance. 

Group loyalty is especially sensitive to any action which would seem 
to attack its importance, recognition, or status. (Troiq) loyalty is even 
more concerned to promote group values in terms of remuneration, 
customary methods of work, and job security. Tradition creates and 
perpetuates many group values. Moreoxer, the leadtaship of groups 
is personally concerned ith its own individual status, prestige, and 
struggle for power. In a vicarious way the grou]), too, participates in 
this struggle. All these factors make for a certain inflexibility in organi- 
zational structure. Top management may alter this structure only by 
a strategy of crisis or of consent. 



CHAPTER 9 Budget Preparation 


The budget for the activities of an agency fixes the magnitude, the 
scope, and the quality of the services which government renders. In 
addition, it is a major instrument for management direction and con- 
trol of the work which an agency performs. No other technique of cen- 
tral influence affords more opportunity for management review of 
work purposes and methods. 

Yet it would be a mistake to think of budgeting in the public service 
simply as a management tool, important as this may be. Budgeting is 
far more. It is first of all a work program, a translation into^dollar 
terms of program objectives, and a statement of the various resources 
required to achieve these objectives. In the second place, the budget 
as it emerges from departments and as it is presented by a chief execu- 
tive to the legislature is a statement of major public policy. In a so- 
ciety of limited resources, management and then chief executives must 
make decisions as between various types of work and as between vari- 
ous procedures. A budget accordingly expresses emphasis or first 
choices among the objectives of government service. In the third place, 
the total volume of proposed expenditures and the methods suggested 
for raising the necessary revenue constitute the fiscal policy of an 
agency and of a government. In other words, the magnitude and type 
of expenditure and income by government determine what proportion 
of all economic eflFort in society shall be devoted to these services, and 
in turn this magnitude and type may have profound influence upon 
the functioning of the whole economy. Government budgets have an 
impact upon employment, production, price levels, and the distiibu- 
tion of income. 

The very far-reaching nature of the public-policy problems which 
are involved in budgeting means that the budget is a major matter of 
governmental concern. Forty years ago there was much controversy 
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about whether a comprehensive budget plan should be prepared in 
the first instance by chief executives or by a board or committee made 
up at least in part by members of the legislative body. This contro- 
versy has been settled generally in favor of the executive budget, in 
which the initial review of departmental requests is made by the chief 
executive, aided by a budget office. The chief executive then submits a 
budget to the legislature which contains his recommendations for the 
allocation of available funds among the competing departments, and 
also contains his recommendations for raising the necessary revenues. 
In most cases— there are some exceptions such as agencies like the 
Port of New York Authority with a self- contained budget and certain 
school districts which submit their budgets directly to the voters for 
approval in a referendum— it is the legislative body which mnst give 
the final approval to the budget requests of administrative agencies. 

The process of public budgeting has been divided into four phases: 
(1) formulation of the budget, (2) authorization of the budget, (3) 
execution of the budget, and (4) accountability for the budget as 
executed.^ Our interest in this volume is confined to the first and third 
of these phases, the fonnulation and execution of the budget. More- 
over, we are interested only in a part of each of these processes, the 
part which falls within the jurisdiction of management authority in 
administrative ageiieies. We shall not endeavor here to deal with tlie 
whole process of legislatives appropriation or of independent control 
or audit ol adjiiinistrativc expenditures. Nor shall we here endeavor 
to discuss the role which the chief executive may play in the process 
of budget formulation and of budget execution. These are subjects 
prc:)perly discussed as a part of the general subject of the legislative 
and executive role in supc.vdsmg administrative agencies. We are c'on- 
cerned here only with the management role in public budgeting. 

At the sauK* time it must be en.phasized at the outset that the very 
nature and process of budgeting is such that mar»agement must neces- 
sarily be influenced in great measure by the larger political implica- 
tions of budgeting. Administrative agencies must prepare budget esti- 
mates according to the wishes of the chief executive and the prefer- 
ence's of the legislature. The chief executive must decide just what 
budgetary infnrmation he thinks .^h.^nld be presented to the legisla- 
ture. Thus, a recent account of budgeting in New York State has sug- 
gested that the line-item mrangemeni (to be explained later) remains 
in effect because ‘‘it operates as an aid to executive dominance” of the 

lA. E. Buck, The Budget in Governments of Today (New York: Macmillan, 
1934), p! 47. 
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legislature.® In the Federal government much of the insistence upon 
budget practice as it existed before 1948 came from Congress; the 
Appropriations Committees feared change would lessen their control 
during the appropriation process. 

Management, therefore, does not have unlimited discretion in pre- 
paring budget estimates. It must operate within whatever instructions 
it receives from the chief executive who recommends and within what- 
ever expectations it learns about from the legislature which appro- 
priates. The work of budgeting by management is complicated by 
these external interests which must necessarily be dominant. 

At various times budget writers have set forth certain “principles” 
which should be realized in a budget system.-' These principles have 
been defined by such words as “publicit>%” “clarity,” “comprehensive- 
ness,” “unity,” “specification,” “periodicity,” “accuracy,” and “flexibil- 
ity.” These terms suggest ideas about desirable budget practice. A 
government budget ought to be published so that legislators and citi- 
zens know the general details about what various administrative agen- 
cies plan to spend and about how government plans to provide the 
necessary income. Budgets should be clear to those who use them. 
They should include all elements of expenditure and income sufficient 
to indicate the full magnitude of goveniment fiscal operations. Budget 
documents should be presented in a consistent manner in so far as 
component elements are concerned. Some desirable degree o^ detail 
should be provided, although how much is a matter of disagreement. 
Budgets should be set up for expressing financial intentions for a 
definite period of time, usually a fiscal year, and should expire at the 
conclusion of that time period. Obviousl}% budgets should be accurate, 
although the pitfalls of estimating revenues with some degree of accu- 
racy are many. Finally, it is desirable to permit some degree of 
flexibility in the preparation and execution of budget plans. We shall 
note as we go along how these various standards of desirable budget 
procc'dure work out in practice. 

Budget Development 

The growth of a budget system in American governments is a devel- 
opment of the past forty or fifty years. Obviously, administrative agen- 
cies have always had to have some kind of arrangement for determin- 

2 Frederick C. Mosher, 'The Executive Budget, Flmpire Stite Style,” Public 
Ad jniivst ration Review, vol. 12 (Spiing, 1952), p. 82. 

J. Wilncr Sundelson, “Budgeting Principles,” Political Science Quarterly, vol. 
50 (June, 1935), p. 236. For a modification in terms of executive budget machin- 
ery, see Harold D. Smith, The Management of Your Government (New York: 
McGraw-Hill, 1945), Chap. VII. 
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ing their expenditure needs, and constitutional provisions have pro- 
hibited the actual outlay of public funds except in accordance with 
appropriations "made by law.” But until relatively recently there was 
no standardized practice in budgeting, no executive responsibility, and 
no comprehensive method for reviewing both expenditure and income 
expectations. The reports of President Taft’s Commission on Economy 
and Efficiency in 1912 and 1913 focused nationwide attention upon 
the unsystematic nature of governmental budgeting practice.^ Even 
by this time, under the impact of the efficiency movement promoted 
by municipal research bureaus, local governments were beginning to 
improve thciir budget operations. 

With the passage* of the Budget and Accounting Act, approved June 
10, 1921, systematic budget practices began in the Federal govern- 
ment. In a short time similar statutory or constitutional provisions were 
enacted in most state and local units of government. The so-called 
"budget movcmcTit” thus reached a successful conclusion. Yet it was 
far easier to prescribe a budget system than to })uild one. Federal, 
state, and local governments have been struggling ever since to make 
their budget practices effective and meaningful. 

The first element of th(' AuK'n'ean budgc‘t system was to strengthen 
the position of the chief executive in exercising supervision over ad- 
ministrative agenc‘i(\s and in recoin mend ing essentials of fiscal policy 
for consideration by the legislature. This d('\'elopment did not go un- 
challenged; there were those who saw in the new budget system an 
undue strengthening of the power of the chief executive.'^ But its 
defenders were quick to declare that strengthened supervision of ad- 
ministrative agencies by the chief executive meant only that more 
political decisions were cr> '^centra ted in hands where political respon- 
sibility could b(' more directly and more c(*ntrally exercised.’’' In any 
event, the new budget system cou'^iderably enhanced the position of 
the chief executive in dealing with administrative agencies, and man- 
agement has had to adust to these circumstances. 

In the second place, the new' budget system w'as expected, at least 
by its most enthusiastic supporters, to improve the process by which 
appropriation measures were handled in the* legislature. This improve- 
ment w^as to be evident in more comprehensive and more unified 

^ The Nerd for a National Budget, n2d Cong., 2cl vSes.s., IT. Doc. 854, 1912; and 
A Budget for the Fiscal Year 1914, 62d Cong.. 3d .ses.s., S. Doc. 1113, Feb. 26, 
1913. 

Edward A. Fitzpatiick, Budget Makwg in a Dcniocractj (New York: 
Macmillan, 1918). 

6 Frederick A. Cleveland and Arthur E. Buck, The Budget and Responsible Gov- 
ernment (New York: Macmillan, 1920). 
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budget information upon which the legislature might act The legisla- 
ture was enabled to know the full extent of appropriation requests, 
and was expected to consider revenue legislation in close correlation 
with authorized expenditures. But for a wide variety of reasons these 
expectations, if they were ever widely held, have largely been frus- 
trated. Internal organization and procedure have confined legislatures 
mostly to the role of criticizing executive budgets, of reducing par- 
ticular items and increasing others in response to special pressures, 
and of accepting or ignoring the revenue proposals as the political 
sentiment of the moment may suggest. Although budget information 
may be supplied to a legislature in some degree of uniform detail, 
there is no obligation on the part of the legislature to act unifoimly. 
Moreover, legislative handling of budget detail often acquires a rou- 
tine of its own which is not easily altered. It is difficult to find much 
evidence that the new budget system has made much change in legis- 
lative handling of appropriations except in so far as the legislature 
begins now with some more definite guide lines provided by the chief 
executive. 

In the third place, modern budget practice was intended to give 
equal emphasis to income and expenditure estimates. One may even 
go a step further and suspect tliat the budge‘t system was expected to 
emphasize economy in government operations and a balancing of in- 
come and outgo in terms of available tax receipts.^ If all expenditure 
proposals were brought together in one place and carefully scruti- 
nized, then some economies in operation should be possible. If total 
expenditure proposals were clearly set out against anticipated tax 
revenues, then a balanced budget could be maintained by cutting 
expenditures or by insisting upon added revenues. The first director 
of the Federal budget. Brigadier General Charles G. Dawes, estab- 
lished the Federal budget machinery with a primary emphasis upon 
economy. Under his guidance a variety of mechanisms were created 
in order to achieve economies in government “housekeeping” activities 
such as purchasing, warehousing, public-buildings management, and 
motor maintenance.^ The budget process is still regarded as an instru- 
ment for encouraging management improvement, as we shall note in 
more detail later. But events have demonstrated that “economy” is a 
term which must be carefully defined in an expanding society. If our 

Sev* the interesting essay on this subject by Harx'ey S. Perloff, “Budgetary 
Symbolism and Fiscal Planning,” in C. J. Friedrich and E. S. Mason, ed.s.. Public 
Policy (Cambridge, Mass.: Harvard University Press, 1941), vol. II, p. 36. 

^ Charles G. Dawes, hirst Year of the Budget of the United States (New York: 
Harper, 1923). 
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nation were static or mature in terms of material output, governmental 
economy might be evidenced by a constant or declining level of gov- 
ernment expenditures. In a dynamic society of constant growth, in a 
nation where some types of government service such as national de- 
fense may vary with changing circumstances, the magnitude of gov- 
ernment expenditures may also be expected to change. The factors 
which have influenced changing levels of government expenditures 
since 1900 have included popialation growth, the concern with con- 
servation of natural resources, advancing science and technology (for 
example, the requirement of improved roads for automobiles), in- 
dusti'ialization and the relative decline of agriculture as an economic 
activity, the consequent urbanization and the growing economic inter- 
dependence of our society, the growth in national income, the recur- 
rence of economic depression, and international developments.** The 
idea of government economy has been difficult to define under the 
impact of great changes in American society. Budgeting may help to 
focus attention upon issues of economy, but social, economic, and 
political circumstances determine the magnitude of government ex- 
penditures. 

Moreover, the idea of a balanced budget in terms of matching 
expenditures with tax n'ceipts has had a checkered history in the past 
fifty years in our country. There is some thought among economists 
and others which would accept the dcsirabdity, or perhaps the neces- 
sity, of an “unbalanced’’ national government budget in times of large- 
scale unemployment and de'clining levels of industrial output. An un- 
balanced national gov ernment budget has also occurred in wartime, 
as during World Wars I and IT, not tc; mention earlier wars. But 
there is substantial econonuc' thought which emphasizes the great im- 
portance of a l)alanced national government budget in times of full 
employment and rising levels of industrial output, and ev-en of gov- 
ernment surplus over a long-term cycle of national fiscal policy. Cer- 
tainly there seems little to be said for unbalanced state and local gov- 
ernment budgets under any circumstances. But the concept of budget 
balancing has undergone some change from the meaning which first 
attached to it in this country at the beginning of the twentieth cen- 
tury. 

Observing the trends in rising levels of government expenditure, 
some students and some legislators have felt that governmental budg- 
eting has been a failure. Their attitude has been that budgeting should 

See Solomon Fabricant, The Trend in Government Activities in the United 
States since 1900 (New York: National Bureau of Economic Research, Inc., 1952), 
especially Chap. 7. 
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have kept government expenditures down. Some even feel that so- 
called "legislative” budgeting as opposed to executive budgeting 
would be more conducive to lowered governmental outlays. It may 
be true that chief executives are especially aware of the demands in 
society for more or better governmental services, while legislatures 
are well aware of the burden of taxation upon citizens. But it is doubt- 
ful if chief executives are unconcerned with tax levels or that legisla- 
tures do not respond to demands, for examj^le, for better roads or more 
public support for the aged. It can only be said that governmental 
budgeting continues to be a constant search for adjustment between 
desirable or necessary levels of government service and of private 
economic activity in our society. 

In the fourth lolace, the budget system has strengthened depart- 
mental management and has given rise to developing techniques of 
expenditure analysis. The 1921 legislation of the Federal government 
provided in Sec. 214 that the head of each department and other 
establishment should designate a budget oiFicer to prepare depart- 
mental estimates of expenditures under his direction. Similar legisla- 
tion or practices have resulted in the growth of the budget function 
at departmental lev^els in state and local government administrative 
agencies. Moreover, with the increased concern for government effi- 
ciency which has been evident in the past twenty years in thci^ United 
States, the budget function of management has increased in scope. 
It must be emphasized that this more recent concern with budgeting 
practice concentrates attention upon the preparation of expenditure 
programs, analyzes services to be rendered in terms of expenditure 
needs, and makes governmental efficiency a major goal. It is this man- 
agement interest in budge^t preparation which is our primary concern 
in the remainder of this chapter.*® 

Preparation of Expenditure Estimates 

The preparation of expenditure estimates involves a threefold ap- 
proach. Because it is an administrative agency which provides the 
framework of group activity, estimated expenditures are necessarily 
prepared in terms of administrative units. Because a work program is 

On the history of the U.S. Bureau ol the Budget, sec Fritz Morstcin Marx, 
“The Bureau of the Budget; Its Evolution and Present Role,” The American 
Political Science Reciciv, vol. 39 (August and Oeloher, 1945), pp. 653 and 869. 
See aiso Jesse V. Burkhead, “Federal Budgetary Developments: 1947-48,” Public 
Adminisiration PicvietOy vol. 8 (Autumn, 1948), p. 267. For an excellent statement 
of the management point of view m budgeting, with a plea for adequate budget 
staffing, see Rowland Egger, “Power is Not Enough,” State Government, vol. 13 
(August, 1940), p. 149. 
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the justification for the existence of administrative agencies, a budget 
necessarily expresses particular service goals to be realized from an 
expenditure of funds. And because work to be done requires certain 
specified resources in personnel, j)lant, materials, and services, a 
budget is necessarily built up from a calculation of the “input” ele- 
ments. It is no simple matter to bring all three of these approaches 
to budgeting into harmonious adjustment. 

The management of administrative agencies prepares expenditure 
estimates necessary to carry on its work. The administrative problem, 
then, is which element of administrative structure to regard as the 
primary unit of budget planning. Sometimes the department as a 
whole may be regarded as the budget unit. On the other hand, bureaus 
or some other administrative subunit of the department may become 
the primary budget unit. Both arrangements exist in the Federal gov- 
ernment. For example, the Post Office Department for the fiscal year 
1954 presented budget estimates foi general administration, postal 
operations, transportation of mails, and claims. Thus, no b\idget recog- 
nition was given to any intt'rnal organizational structure of the depart- 
ment. Much the same was true for the State Department, whose 1954 
budget estimates were submitted undeT such headings as “salaries and 
expenses,” “representation allowances,” “acquisitions of buildings 
abroad,” “contributions to international organizations,” “international 
information and educational activities,” and “government in occupied 
areas.” Here again no intcTual administrative units as such were recog- 
mzeKl in the budget estimates submitted by the department. Yet the 
major budgetary headings for the Treasury Department ior 1954 were 
Bureau of Accounts, Ihireau of the Public Debt, Office of the Treas- 
urer, Bureau of (Customs, Pain an of Interiial Revenue, Bureau of Nar- 
cotics, Bureau of Engraving ajid Printing, United States Secret Service, 
Bureau of the Mint, and the Coast Guard. For the Dcpartnnmt of 
Health, Education, and Welfare tb-^ budget estimates showed Colum- 
bia Institution for the Deaf, Food and Drug Administration. Freed- 
meids Hospital, ITowaid University, Office of Education, Office of 
Vocational Rehabilitation, Public Health Service, St. Elizabeths Hos- 
pital, and Social Security Administration. A.11 these were component 
administrative units of the department. Both these practices— that of 
treating the department and that of treating a component part of a 
department as the primary administrative basis of budgeting-are to be 
found in state and local governments as well. 

Sometimes management has little choice in deciding whether the 
department or a component part shall be the focus of budget esti- 
mates. When the legislature specifies all or some of the component 
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parts of a department’s administrative structure, it may expect to find 
those units set forth in the expenditure estimates. Sometimes legisla- 
tive committees become accustomed to finding organizational units in 
a budget and then expect to find them thereafter. Certain pressure 
interests which center in a particular bureau desire the reassurance of 
finding in the budget exactly what the unit they are concerned with 
is going to be able to spend. In a department with widely varied tasks 
requiring different professional and technical competencies, depart- 
mental management sometimes feels too uncertain of many details 
of operation to explain expenditure estimates as a whole to a legisla- 
tive committee. Bureau or other management must tlien take over the 
task, and budget estimates accordingly reflect the jurisdiction of these 
component units. 

To be sure, bureau and division management must always play an 
important part in budget preparation, as well as in budget execution. 
Even as budget preparation is an important technique of management 
direction at the department level, so also it may be an equally im- 
portant tool in the hands of management at other levels. Yet it does 
not necessarily follow that these component administrative units must 
therefore be revealed in the structure of budget estimates. When 
budgets are drawn in teiTns of administrative units and are appropri- 
ated by the legislature in the same way, organizational strnctuft^ tends 
to become frozen in the budget and appropriations practice. Adjust- 
ment in organization becomes more difficult than ever under these 
circumstances. But dex^artmental nanagement must decide just what 
organizational base to use in constructing expenditure estimates. 

A second jiroblem is that of relating budget estimates to work pro- 
grams. From the point of view of management a budget exx^resscs a 
work program translated into the common denominator of dollars. To 
management, and indeed to government as a whole, the imx^ortant 
asxKsct is the volume and quality of service made x^ossible by a par- 
ticular level of appropriation. Expenditure estimates are only a means 
to an end. The details of necessaiy’ or desired cost of a service should 
not obscure the larger considerations of objectives to be realized. Chief 
executives and legislators, moreover, are interested in what is to be 
accomplished by a given magnitude of expenditure. Thus in a school 
budget the major factors of concern arc the number of students to be 
taught, the student size of the units of instruction, and the quality (as 
expressed in personnel compensation) of the instmctional staff. The 
number of buildings to be operated and their condition are other im- 
portant elements in educational service. In a military budget the 
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major factors are size of the Armed Forces, their state of readiness in 
equipment and supplies, and how the troops are to be deployed over- 
seas and within the United States. In a welfare budget the vital fea- 
tures are the number of persons to be given assistance and the mone- 
tary size of the assistance provided. 

If a budget is to be constructed in terms of work objectives, the 
basic unit of budget planning is a work program. The task of manage- 
ment becomes that of identifying work units to be employed for 
budget purposes, and of relating costs to goals of service.^^ It is not 
always a simple matter to match work goals and costs. The accounting 
system often does not provide the neocssar) information. Moreover, 
when work objectives cut across organization lines, some difficulties 
in allocating cost may arise. But these are minor difficulties which can 
be overcome when the effort is made to do so. The essential purpose 
in budgeting by work programs is to emphasize the service return 
to be expected from the proposed public expenditure. 

Budget estimates prepared in terms of program objectives immedi- 
ately invite a calculation of cost in terms of a unit of output. If it is 
proposed to spend 43 million dollars to operate 34 hospitals with a 
combined daily average of 24,000 active beds, obviously it costs about 
$1,800 a befl to provide hospital care "bhe easy assumption, then, is 
that if the active bed capacity wore reduced to 20.000, the opeTating 
cost could be cut by 7.2 million dollars. This kind of cost analysis has 
a number of dangers. At any one time it may be possible to ascertain 
a cost figure for a unit of activ ity when performed at a particular mag- 
nitude. A fluctuation in size of the work load does not necessarily 
mean a pro rata increase or decrease in expenditures. There may be 
eiemc‘nt.s of ov'crhead exp oditure which remain fairly constant re- 
gardless of till' load; such items as operation and maintenance of the 
plant and costs of supervision may emain more or less constant even 
with some increase or decrease in ’oad. Even seme di^-ect operating 
costs may fluctuate little with relatively small shifts in work load. 
Moreover, unit costs do not necessarily indicate the quality' of the 
service rendered. And in certain circumstances it may hi' more impor- 
tant, as in the Armed Forces, to introduce new techniques of warfare 
than to achieve some constant or r, winced unit cost of operations. 
These aspects of cost require careful attention and full explanation 
to legislative committees. Fortunately, the concepts of fixed costs and 

For an interesting account of departmental budgeting in these terms see Verne 
B. Lewis, “Budget Adininistiation in the Department,” in John M. Caus and 
Leon O. Wolcott, Public Administration and the Department of Agriculture (Chi- 
cago: Public Administration Service, 1940), Appendix A. 
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of diminishing costs with increased output are so familiar to American 
business that their counterparts in public administration should be 
fairly easy to explain. Nonetheless, the advice is well given to temper 
the enthusiasm for unit costs with a full awareness of their defects. 

In the third place, budget estimates consist of the "input” elements, 
the resources v^ hich must be devoted to accomplishing particular pro- 
gram objectives. These elements may be classified in various ways, 
but they usually break down into two major categories: personal 
services, and supplies and services. In tlie FecliTal government the 
following grouping of component elements of cost has been devel- 


Oped: 

01 

Personal services 

11 

Grants, subsidies, and contribu- 

02 

Travel 


tions 

03 

Transportation of things 

12 

Pensions, annuities, and irisur- 

04 

Communication services 


anee losses 

05 

Rents and utility services 

13 

Refunds, awards, and indem- 

06 

Printing and binding 


nities 

07 

Other contraetual sei*vices 

14 

Interest 

08 

Supplies and materials 

15 

Puldie-cleht retirement 

09 

Equipment 

16 

Investments and loans 

10 

Lands and structures 




In New York State the budget estimates for each agency ar# divided 
between "expenses of personal service” and "expenses of maintenance 
and operation,” but the schedule lor the second indicates such break- 
downs as traveling expense, automotive expense, general office sup- 
plies and expense, printing and atlvcrtising, communication, fuel and 
utilities, household and laundry supplies, medical supplies and ex- 
pense, farm supplies and expense, special supplies and (expense, re- 
pairs, rentals, and general maintenance. Other governm(mtal units 
employ varying categories of such items of cost. The actual classifica- 
tion of expense elements depends upon the judgment of budgeting 
and accounting officials. 

It should be rioted here that in preparing budget estimates of ex- 
pected expenditun^s according to input elements, management must 
depend in large measure upon past experience as revealed by account- 
ing records. Sometimes it is possible to build up an estimate of maiii- 

12 This point was well made, for example, in “Symposium on Budget Theor>^” 
Public Administration Beview, vol. 10 (Winter, 1950), p. 27. The Post Ollice De- 
partment has on occasion prepared extensive .statistical information on work per- 
formed to be used in explaining the needs for appropriations to Congressional 
committees. The department has also been authorized by law to make “cost as- 
certainiueiit” .studies of its operations. 
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tenance expenditures, for example, from a carefully worked-out pro- 
gram of repair and replacement of particular items, such as walks, 
roadways, window sashes, roofs, etc. Indeed, a definite maintenance 
schedule for physical structures is an important element in the operat- 
ing budget of an administrative agency. An item like travel, however, 
may be determined in the light of past experience or it may be given 
some arbitrary limit. Purchase of major items of new or replacement 
equipment can usually be scheduled, but the purchase of numerous 
small items such as office supplies and ordinary cleaning materials 
must be estimated according to past exporipiicc. The same is true of 
fuel and utility services. It is e.specially in recording these input ele- 
ments that accounting practice makes its great contribution to budget 
preparation. 

With at least three different approaches involved in the preparation 
of budget estimates, management must decider which is to receive 
primary emphasis. These three ways of constructing a budget are not 
mutually exclusive; all make up important steps in bucigetiTig. But 
within some limits imposed by the instructions of the chief executive 
and the preftM'enccs of legislative committees, management may have 
some choice in deciding which approach especially to emphasize in 
budget practice. To be sure, administrative units usually receive first 
attention, and some accommodation of this factor is essential. When 
intc'rnal circiunstances permit, however, there is good reason for man- 
agement at the departrneiital or agency le\'el to (‘tnphasize budget 
estimates for the coileiprisc as a whole. Tlie unify of au administrative 
agency is thus emphasized and some subsequent flc^xibility in budget 
opc^ration may be realized 

As between the work-program and input approach in submitting 
budget estimates to chief executive and Icgislatun?, most government 
units in America have tended to cinphasize the input element. Budget 
cvxaminers of cliief exec utives and members of le gislative committees 
have generally encouraged this practice. For example, legislators oftem 
wish to review carefully just how many persons are to be em]:)loyecl, 
what the av^cTagt'^ salary will be, and wbat tlu' expected distribution of 
employees will be by lank and salary grade. Legislators arc often 
curious about just how much is gc-uig to be spent on tra\’el, upon 
rent, upon purchase of automobiles, and upon printing because all 
these are items of cost where thc^re may have been administrative 
abuse at some time. Since it is these input elements which legislatures 
Usually want to examine with care, it is these which tend to receive 
the primary attention in public budgeting. 
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Performance Budgeting in the Federal Government 

In 1949 the Hoover Commission declared: ''The Federal budget is 
an inadequate document, poorly organized and improperly designed 
to serve its major purpose, which is to present an understandable and 
workable financial plan for the expenditures of the Government/' 
The report went on to say that there was no uniformity in the sched- 
ules of appropriations, some representing “huge sums” and others only 
"small amounts.” The Commission then recommended that the whole 
budgetary concept of the Federal gox ernment "should be refashioned 
by the adoption of a budget based upon functions, activities, and 
projects: this we designate as a performance inidget.” The Commis- 
sion illustrated the difference in budget emphasis by two examples, one 
for medical service in the Navy and one for the Forest Service. The 
existing form emphasized the input elements for Navy medical care, 
with a detailed listing of personal services and a summary of j)ro]:)osed 
expenditures for transportation, supplies, equipment, and for other 
"objects” of cost. The proiiosed form emphasized the medical care to 
be provid(‘d by an outlay of 43.6 million dollars, involving an average 
daily medical-care load of 18,696 sick and injured, the maintenance 
and operation of 34 hospitals, 2 medical supply depots, 6 schools Jor 
ti'aining medical personnel, 11 research centers, and 432 m(‘di»al instal- 
lations ashore. The principal headings employed in the pcjformance- 
budget breakdow'u were not objects of expc'iiditure but sc‘rvices, such 
as medical and dental c are afloat^ mc'dical and dental care ashore, care 
of the dead, instruction of incdical-service personnel, mc'dical and 
dental research, medical service in island governments, and central 
administration. Even more suppoiting detail was provided in the 
second presentation than had been given in the first. Estijnat(^d ex- 
penditures by input elements were prei)arcd as before. Tlie real differ- 
ence b(4wccn the two forms of budget presentation was simply one 
of c?mphasis, the pre\'ioiis practice calling attc'iition })riinarily to pro- 
posed "objects” of expenditure, while the recommeiided practice em- 
phasized puiposes of expenditure. 

The performance-budget recommendations of the Hoover Commis- 
sion were accepted by President Truman in 1949, and beginning with 
the budget presented to Congress in January, 1950, for the fiscal year 
1951, budget preparation in the Federal government has eiiqDha.sized 

Commission on Organization of tlie Executive Branch of the Government, 
Budgeting and Accounting^ a rei^ort to the Congress, February, 1949 (Washington; 
Government Printing Office, 1949), p, 7. 

Ibid., p, 8. 
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performance rather than objects of expenditure. The latter data are 
still prepared and given to the Congress. It must be emphasized that 
performance budgeting does not dispense with attention to the details 
of input. It simply subordinates such detail to work-program goals or 
load. 

More recently, in 1953, the Mayor’s Committee on Management 
Survey in New York City recommended that the existing method of 
preparing and presenting budget estimates be changed by establish- 
ing “in its place appropriations based on programs and on performance 
standards, with reports showing funds expended and work done.” 
The report illustrated thc^ diflereru^e by reproducing a part of the 
budget for the Deioartment of Purchase with a long list of 175 person- 
nel positions, and the various other inijut elements (supplies, materials, 
equipment, contractual services, and fixed charges). The Mayors Com- 
mittee noted that this information gave no indication of the size of 
the purchase operation handled, the li umber or average amount of the 
purchase orders executed, or the cost of executing a purchase order. 
The Mayor’s Committee urged the adoption of program budgeting as 
the major emphasis in budget preparation and illustrated its proposals 
by setting u]) a model budget for the Department of Welfare, divided 
into six l)asic parts: general administration, departmental services, child 
welfare, institutions for adults, public assistance, and auxiliary serv- 
ices. These estimates were suppoited by schedules showing organiza- 
tional units, programs, and input elements. 

Lump Stwus I'jcrsus Line Items 

OiK' of the complieatioris of public budgeting is the amount of de- 
tail to be included in ap)n‘op nation legislation. In gemeral, there are 
two types of appropriations, the lumxi-sum and the line-item. The 
Federal government has been generally satisfied with the first kind; 
most state and local government units follow the lin^-item [practice. 
Thus, the Federal appropriation for the Food and Drug Administra- 
tion in the fiscal year 1953 was one sum of $5,600,000 for “salaries and 
expenses.” In New York State, on the other hand, the appropriation 
for the Deparhnenl of Health specified each position and separate 
amounts for travel, office supplies rentals, etc. Sometimes the differ- 
ence is diminished by Congressional disposition to axipropriate by 
many different liimj) sums, amounting in effect to line items, and by 
slate and local disposition to include large amounts in certain line 

Modern Management for the City of New York, Report of the Mayor’s Com- 
mittee on Management Survey, vol. 1 (J953), p. 19. 

Ibid., Chai). V. 
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items, which thus become a lump sum in effect. The difficulties in 
the lump-sum versus the line-item practice arise primarily in the proc- 
ess of budget execution, since the more a legislature specifies the more 
detailed must be the accounting records. 

Whether details of estimated exjienditure items are shown in the 
appropriation legislation or not, it is a mistake to believe that details 
are not important. If administrative officials are to obtain the advan- 
tages of the lump-sum appropriation, they have a corollary respon- 
sibility to provide the legislature with full details of their expenditure 
plans. Modifications in these plans can then be made only upon the 
best justification, and some consultation with or at least prior notice 
to legislative committees is highly deshable. Thus even if details do 
not show up in the appropriation legislation itself, they must still be 
used by management in the x'^rocess of budget preparation and of 
budget defense before the legislature or citizens of a community. 

Many details of budget preparation necessarily arise from legislative 
concern with particular items of expenditure. Thus, in the Federal 
government, Congress insists specifically upon authorizing the purchase 
of any new or rex^lacement x^^^ssengcT automobiles. The House Com- 
mittee on Ax^i^ropriations insisted that the Bureau of the Budget 
develoxo a standard rule on automobile replacement to be employed 
by all administrative agencies; this was done (the standarfl for re- 
placement being 60,()()() miles or six years of age, whiche\x"r occurred 
first). Also, since 1945 the House Committee has been greatly con- 
cerned about the growth of p^^sonnel staffs in various departments 
and has insisted ux^on some limitation upon the number of persons in 
a personnel unit in relation to the total number of employees in an 
agency. As a result, in 1948 the Federal Bureau of the Budget proposed 
a ratio of 1 personnel worker to every 103 employees. Congress did 
not consider this sufficiently stringent; first it set a standard of 1 per- 
sonnel worker for every 115 employees and later tightened it to 1 for 
every 135 employees in so-called ‘3ndex3cndeiit'’ agencies. A different 
standard of 1 personnel worker x^cr 105 employees w'as sx^ecified for 
the Dex^artment (4 Labor and the Federal Security Agency; as of 
1953 other departments and agencies were left free to use the Budget 
Bureau standard. 

Moreover, legislatures usually want to have data by which to com- 
pare budget estimates wdth previous exx^erience. Thus it is common 
practice to have three headings of figures in a budget estimate; the 
actual expenditures in the most recently completed fiscal year, the 
actual appropriation made for the current year, and the requested 
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expenditure for the next fiscal year. Such details of budget prepara- 
tion are necessarily governed by the desires and interests of the legis- 
lature. 


The Budget Timetable 

Budget preparation in most units of government must fit a fairly 
exact timetable. Many governmental units operate upon the basis of a 
fiscal year w^hich begins on July 1 and ends on the following June 30. 
This arrangement has proved especially useful because the national 
and state legislatures begin their regular sessions in January of each 
or every other year. This means that appro]:)riation measures are usu- 
ally enacted before June 30 and may then become effective on July 1. 
If the fiscal year begins on January 1, the legislature must enact some 
temporary appropiiation measure for a three- or six-month period 
pendijig consideration of the final budget. 

In the Federal government budgeting has become a yeai-round, 
continuing operation. In July administrative agencies begin work on 
the following year’s estinialcs. In Seph inber, the process of review 
by the Chief Executive’s budget office begins. In January legislative 
review starts and may continue sporadically until the appropriation 
legislation is finally enacted, usually in May or J\ine. Then it is time 
to begin the next year’s budget all over again. 

For local governments the budget timetable may be something like 
this; 

Budget Calendar for Local Covernmt.nt 


Approximate Date 
Oct. 5 

Oct. l5-Nov. 10 
Nov. 10~Dec. 1 
Dec. 1 

Dec. 1-Dec. 20 

Dec. 20-Jan. 1 
Jan. 1 . , 

Jan. 10 

Mar. 31 


Steps in the Procedure 

Estimates of revenues and fixed cliarges started. 

Preparation and submission ot departmental work 
progiams and estimat(xs of expcnditurfxs. 

Revision of \’'ork progiams and estimates i)y the 
mayor. 

Sul)iTiission of inoposed budget to council by mayor. 

Review of proposed budgt't by council; public hear- 
ings. 

Recasting of council hudgel iireparatory to adoption 

Start of fiscal year. Pi(‘liinjiiary decision by council 
regarding aputopriations coinjileted. 

Allotment of appropriations bv mayor. 

Last date for formal enactment of appropriation or- 
dinance. 


Since most state legislatures meet only once every two years, state 
administrative budgets must be prepared for a two-year rather than 
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a single-year period in advance. The timetable of this effort is much 
like that for local governments. 

Because budget estimates must be prepared so far in advance of 
their actual execution—it is two years between initial preparation of 
a budget and its final execution in the Federal government— the prob- 
lem of desirable flexibility is a troublesome one. Legislatures are usu- 
ally desirous of having exact plans and of making appropriations for 
specific purposes. Administrators need some flexibility in meeting 
changing circumstances. In some instances it may be feasible to ob- 
tain a supplemental appropriation, but even in the Federal goveniment 
where this practice is regularly followed t'very year, it is different 
agencies and different needs which are thus accommodated. If the 
same agency regularly needed supplemental assistance each year, its 
budgeting would come under critical scrutiny by Congress. Manage- 
ment may try to meet the situation by asking for an appropriation for 
contingencies, but legislatures are not enthusiastic about such '‘blank 
checks.” No business would endeavor to operate without some res(‘rves 
or contingency funds. Management in the public service needs some 
such flexibility likewise; the need is not inconsistent with legislative 
desires for specific determination of how money is to be spent. 

Special Budgets 

♦ 

In many local governments it is now the practice to have two differ- 
ent budgets administered on a somewhat different basis. One of these 
is the current-c^xpense budget and the other is a capitabimproveinent 
budget. This arrangement has been put into (fflect since local govern- 
ment financing of physical plant improvements is ordinarily provided 
by borrowing. Moreover, with the development of sp(‘cialized plan- 
ning agencies in local governments, th(‘ capital budget, often joined 
with a longer-term four- or five-year capital improvement plan, is a 
useful technique for pro\iding a comprehc'iisiv e and ordered program 
of physical improvements. 

Many states and the Federal government usually do not differentiate 
in their expenditure plajjs between current operating costs and capital 
outlays. The reason is that these governments ordinarily expect current 
operating income to meet both forms of c.xpenditurc'. ThcTC is no sys- 
tematic practice in state and Federal governments, as in local govern- 
ments, of financing capital plant differently from current operations. 
Moreover, physical plant development by state and Federal govern- 
ments does not have the same vital impact upon a local community’s 
physical layout as docs plant improvement by the local government. 

From time to time it has been proposed that capita] budgeting 
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should be practiced by state and Federal governments. The state of 
OhiOy foi; example, has in recent years budgeted capital developments 
separately from current expenses, utilizing budget surplus as the limi- 
tation to this outlay. New York State has done much the same thing. 
The Hoover Commission in 1949 recommended that capital improve- 
ment projects be shown separately from current operating expenses, 
and to some extent this has been done in recent years. Beginning with 
the budget for the fiscal year 1952, tlie Bureau of the Budget has 
prepared special analyses of Federal govern mt'ut expenditures for 
credit and loan purposes as well as for public works. In a sense this 
amounts almost to a cajiital budget, for although ihe items appear 
as expenditures of the particular agency and program involved, the 
special analyses provide details which may be used for examination 
of these operations as a wliole. In August, 1953, Beardsley Buml urged 
the House Ways and Means Committee of the Fcd(‘ral government to 
separate^ loan, investment, and other self-liquidating projects from the 
regular budget. He argued that tax income should be used to support 
only those activities which would not produce other future income. 
The proposal ap2')ears to the author as a sensible one. 

Governor Thomas E. Dewey has introduced a notable feature in 
New York State budget lU'actice by dividing the annual budget into 
two iiarts: one is a “state-purposes budgeC which contains the esti- 
mat(*d ex^x-mditures for the direct administrative o})erations of state 
government agencies, and the other is a “local-assistance budget” 
which contains all the items of appropriation in which state revenues 
are turnc'd over to local units of governinc’ut to help support their 
activities. In the 1954 budget, for example, the local-assistance budget 
totaled 603.4 million dollars, while the state-txirposes budget came to 
427.1 million dollars. The legislature, moreove r, has followed the gov- 
ernor s Ic'ad by ])assing a separate apxxopriatiou law detailing expendi- 
tures to be made from the local-assistance fund of the general fund. 
With the growing importance and size of slate grants to local govern- 
ments, this budget practice has much to commend it. At least, it 
concentrates attention upon the magnitude and extemt to which state 
governments in our country ha\e novi undertaken to supj)ort local 
go ver n mei it admin i s t r ati oi i . 

The Federal goveriiinent budge* proper does not difTerentiatc be- 
tween grant-in-aid apixopriations and those for direct operations. For 
a number of years, however, the Bureau ol the Budget has prepared 
a special analysis to indicate the magnitude of Federal financial assist- 
ance to state and local governments. For 1954 the total such expendi- 
tures were estimated at 2.96 billion dollars; in 1952 these Federal 
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grants amounted to 11 per cent of total state and local government 
revenue receipts. Again, these data are helpful in revealing the extent 
of this support, even if the actual items are scattered among the vari- 
ous budget estimates for the agencies administering grants-in-aid to 
state and local governments. 

A special kind of budget activity was introduced in the Federal gov- 
ernment by the Government Corporation Control Act, approved Dec. 
6, 1945. This law required a wholly owned govwnment corporation 
to prepare annually a ‘"budget program” which was to be submitted 
to the President and to the Congress. The law further specified that 
this budget program w’as to be a “business type budget, or plan of 
opeiations, wuth due allowance given to the need for flexibility, includ- 
ing provision for emergencies and contingencies, in order that the 
corp(>ration may properly carry out its activities as authorized by 
law.” The law further went on to specify that this budget program 
should include a statement of financial condition, a statement of in- 
come and expenditures, an analysis of surplus or deficits, and a state- 
ment of sources and application of funds. For the fiscal year 1947 the 
President submitted a special budget supplement on government cor- 
porations. Since that time the government corporations have been in- 
cluded in the regular budget document transmitted by the President 
to Congress each January. Thus, for example, in the 1954 |)udget, a 
“business-type statiTiient” was included in the budget estimates of the 
Department of Commerce for the Inland Waterways Corporation. 
This budget provided first a statement of sources and ax^plication of 
funds; a statement of income, expenses, and retained earnings; and 
a statement of financial condition (assets and liabilities). In addition, 
Congress has followed the practice each year of specifying a limit 
upon the administrative expenditun'S which might be incurred by a 
government corporation. 

As a result of this arrangement the legislature receives each year 
a statement of proposed operations by a government corporation and 
controls the administrative expejiditures even though no appropriation 
is necessary. The Inland Waterways Corx)oration, for example, has 
been able to operate from capital accounts previously received, plus 
current operating earnings. In some instances, as a matter of public 
policy, a government corporation may operate at a deficit, in which 
case the legislature must appropriate the amount needed to balance 
operating expenses with operating income. The advantage in thus 
annexing the budgets of government corporations to the operating 
expenses of ordinary agencies is that of providing a comprehensive 
statement for all government fiscal operations in any one year. 
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Budget Complexities 

There are several complexities which have grown up in budget 
practice. The most common of these has arisen in the field of national 
defense expenditures, both during World War II and thereafter. When 
a military agency wished to contract with industry for supplies, it was 
necessary to have an appropriation by Congress which might be obli* 
gated for this purpose. Yet in many instances the actual expenditure 
of funds under these contracts might be delayed twelve, eighteen, 
twenty-four, or more months as required for the actual manufacture 
of all the equipment ordered. When these appropriations were treated 
as a current financial obligation of the l"ed(Tal government they 
overstated the actual financial outlays that were necessary. It has nol 
been easy to arrange for annual appropriations under circumstances 
in which actual expenditures might continue over a long period of 
time. Under these circumstances Congress has resorted to a practice 
of including “conti'ac t authorizations’' along with actual iqipmpriations. 
These contract authorizations enable the military service to enter into 
long-term supply contracts without requiring any immediate appro- 
priation except for that portion of the contract which will be fulfilled 
in the ensuing fiscal year. On the other hand, the extent of contract 
authorizations outstanding complicates budget practice. Subsequent 
appropriations must be adequate to fulfill contracts previously entered 
into. Moreover, with military defense requirements of considerable 
magnitude and with changing military circumstances, the extent of 
outstanding contractual authorizations has made uncertain the exact 
state of government fiscal needs. 

The same kind of prcl lem arises in connection with large-scale pub- 
lic works projects such as river-developrnent programs, in this instance, 
Congress passes legislative auth orizations specifying projects with a 
total maximum permissible co.st Subsequent appropriation laws in- 
clude amounts sufficient for one year’s program in constructing these 
projects. Some operations of this kind may extend over a number of 
years, and occasionally some project may be started and tlien can bc‘ 
completed only as funds are sul;)sequcntl\ made available. The com- 
plexities in dovetailing annual appropriations with long-term financial 
needs appear inevitable in our system of government. Granted that 
these present practices frequently are confusing, an acceptable alterna- 
tive has not yet been devised. 
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Budget Review 

The actual determination of budget estimates for performing some 
particular government service is but a first step in budget preparation. 
An equally vital phase in the budget task of management is to review 
these estimates. Such review is ordinarily carried on at the bureau and 
department level on a faiily extensive basis before the chief executive 
becomes involved in the process. Budget review is the very heart of 
the process of budget preparation for management at top levels in the 
administrath’e hierarchy. 

There are two basic questions which the review process raises. The 
first is this: How important is it to accomplish the particular magni- 
tude or scope of service proposed? This question raises many factual 
questions but in the end must be resolved in terms of judgment about 
governmental purposes and needs. The second question is this: How 
efficiently is the work program actually being carried out? Could the 
same amount of work at much the same quality of performance be 
accomplished at less cost, that is, with smaller requirements in the 
input elements? These are the two fundamental questions--one of 
ends and one of means—which budget review must answer in some 
fashion. 

The review of the proposed magnitude and scope of government 
service has a number of different aspects. For one thing, the question 
must always be asked: Is this activity clearly authorized by law? Ad- 
ministrative agencies engage only in those activities required by law, 
either by legislative enactment or by exercise of executive power. If 
an activity does not hax e some specific or implied U‘gal authorization, 
it should not be carried on. Another question is whether the work 
continues to remain necessary in the light of changing conditions. 
Has the major usefulness of some governmental work been accom- 
plished, and might the activity now be reduced, suspended, or elim- 
inated? This is the kind of judgment which an administrator obviously 
does not make in a vacuum. In some circumstances he must sound 
out executive and legislative opinion as well. But management should 
ask these questions first and be prepared to present recommended 
answers. 

The most difficult part of this review of estimated expenditures is 
the decision about importance of the job to be done, especially im- 
portance in terms of magnitude and relationships to the other work 
of government. Here is a vital political choice which must be made 
in the process of prct:>aring a budget. Is it sufficient in conducting our 
foreign relations to rely upon formal means of representation, or shall 
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an active program of foreign news broadcasts and an exchange of 
informal representation be encouraged? Shall the national defense be 
entrusted primarily to the Navy, the Air Force, or the ground force, 
and, if to all three, in what relative degree of strength? How large a 
part of the educational work of the public school should be concerned 
with the health of the pupil? Such questions can be multiplied indef- 
initely. They are not easy to answer. 

A number of years ago Professor V. O. Key pointed out that the 
most important issue in budgeting was how to allocate scarce re- 
sources (expected revenues) among various activities. He pointed 
out that very few students of public administration, public finance, 
or of economics had devoted attention to this matter. One economist 
had suggested the principle of “balance’* among various sorts of ex- 
penditure, implying that there was a kind of “maiginal return of satis- 
faction” thus to be obtained. Political scientists have generally pointed 
out that the scope and magnitude of government expenditures tend to 
result from an interplay of group interests. Professor Kev was dis- 
satisfied with this theory of social consensus, likening it to the “mystic 
doctrine” of the “general will.” He went on to point out that the 
question of “most advantageous utilization” of public funds is a “matter 
of value X3i*eferences between ends lacking a common denominator,” 
and that as such it was a problem in political philosophy. 

In the intervening years j^erhaps the most important contribution 
which has bctai made to the analysis of tlie end purposes of public 
expenditure lias been the careful classification of outlays. The new 
emphasis upon program or performance budgeting is a part of the 
same effort. What these efforts have accomplished is simply to focus 
attention more sharply ’ non the end piuposes of gov eminent expendi- 
ture and upon relative trends in government outlays. These technical 
improvements do not answer tlv" basic question, however: For what 
and how much should governme 't spend? They merely provide better 
information with which to make such decisions. 

More recently one administrator in the budget field has proposed 
that throe criteria be employed in the review of budget estimates for 
different purposes.^*^ The first criterion h diat of relative value of the 
results to be obtained from ah ‘-/native uses of public funds. The 
returns from expenditure for any one purpose should be more desirable 
or more necessary than expenditures for other xmrposcs. The decision 

V. O. Key. “'The Lack of a Budget Theory,’' The American Political 
Science Review, vul. 34 ^December, 1940), p 1137. 

Verne B. Lewis, ‘Toward a Theory of Budgeting?' Public Administration Rc- 
view, vol. 12 (Winter, 1952), p. 42. 
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then to undertake a particular activity at a particular level of outlay 
should be judged as worthwhile in terms of these alternative possible 
results which are foregone or displaced. The second suggested criterion 
is that of “incremental analysis,” which means a study of benefits from 
expenditures to be realized from each increment or addition to ex- 
penditure. Since at any point in time, except for a completely new 
government activity, there is an already existing pattern of expendi- 
tures, the real question is where in this pattern more or less funds 
should be spent. This decision requires a comparison of results at 
or near the “marginal point of balance.” On this basis some informed 
judgment may be possible. P"inally, the relative value of different serv- 
ices like public health, public education, and public welfare has to 
be compared in terms of a common denominator, which can only be 
that of a common objective. If it is possible to set forth a common ob- 
jective for various government services, the results to be achieved 
by various possible magnitudes of expenditure may be compared in 
the light of what each will contribute to the common purpose. 

As the proponent of these criteria remarks: “The economic aim of 
budgeting is to achieve best use of our resources.” Me believes this 
can be realized most satisfactorily through incremental analysis at 
the margins of public service and by comparing the relative effective- 
ness of various activities in achieving some common purpose. Mr. 
Lewis goes on to acknowledge that it may not be easy to arrive at 
firm numbers for his formula, especially because of unc'crtainties in 
forecasting future conditions and needs. But he believes that the gen- 
eral theory of his method is an answer to the argument that there 
is no basis for economic calculation of government expenditures. He 
then proposes that the best way of applying his formula is to frame 
“alternative budgets” which would emphasize the question of relative 
value of proposed outlays. 

This writer is disposed to believe that Lewis has made a definite 
contribution to budget theory and that a helpful analysis of expendi- 
tures will result from use of his broadly outlined proposals. But cer- 
tainly his suggestions do not provide any fixed or final answer to the 
question of making choices among various governmental activities. 
It is clear, for example, that when Senator Paul Douglas undertakes lo 
suggest how the Federal budget should be balanced and even re- 
duced, he is expressing personal judgments. He has argued, for exam- 
ple, for substantial reduction in the personnel requirements of the 
Departments of State and Agriculture and of the Veterans Administra- 

Ibid., p. 45. 
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tion; for a curtailment of expenditures for river and harbor develop- 
ment; for discontinuance of government purchase of silver and for a 
reduction in ship, air mail, soil conservation, and sugar subsidies; for 
elimination of the postal deficit; and for economies in the military 
program.-” It would not be a simple matter to apply any formula of 
relative value to these divergent undertakings; nor would the results 
of a so-called ‘‘objective” analysis of these expenditures have the same 
meaning to different interest groups and to various legislators. 

In the end, the process of budget review involves adjusti'»ient or 
compromise at three different levels in a government. First, depart- 
mental management expresses judgment about magnitude and scope 
of government expenditures as among the various programs for which 
it is responsible. This judgment is an amalgam of the facts, opinions, 
and preferences of politically ax)pointed department heads and their 
personal and permanent ad\iscrs. In the second place, the chief 
executive, aided by the institutional device of a budget office, expresses 
judgment among the various programs, especially in interagency 
terms. Here again the judgment is compounded from facts and opin- 
ions considered by a single politically elected official aided by per- 
sonal and permanent assistants. At the third level, the legislature ex- 
presses its judgment, which is a consensus among niany politically 
elected officials from different geographical areas, aided by some 
legislative staff. Our interest here is with the first, not the second and 
third of these levels of decision making. But obviously administrative 
management is influenced by the reaction it anticipates from the other 
two levels in the budget determination process. 

It seems evident that a combination of administrative and political 
judgment enters into ^ idget making. Moreover, the administrator 
may help to influence the political aspects of this judgment by the 
force of the argument he musters on behalf of his particular admin- 
istrative interests. Management not without its role in guiding polit- 
ical decision making. But within its own realm of administrative au- 
thority, management must first express its own choices among various 
activities of govermnent. Much of this judgment may be based upon 
careful analysis of data. But this jiidgnicnt must express mo’*e than 
a mathematical formula. It must c ypress the soundest available expec- 
tation of tht^ political reactions ii.iiercrit in public budgeting. 

The second major concern in budget review is that of administra- 
tive efficiency. The (question must be faced and answered: Can as 
much public service be rendered with a lesser expenditure of input 

20 Paul H. Douglas, Economy in the National Government (Cliicago: Univer- 
sity of Chicago Press, 1952). 
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elements? In other words, management improvement is a vital issue 
in budgeting. This matter is so important, indeed, and the various 
techniques of administrative analysis are now so well developed that 
a whole chapter will be devoted to this subject. We need not say 
more about it here. 

A judgment about the relative importance of various programs and 
an evaluation of administrative eH'cctiveness or efficiency in the opera- 
tion of any particular program are the dual phases of budget review. 
Management must be prepared to answer both questions. 

Fiscal Policy and Revenue Budgeting 

One matter is of sufficient gravity to warrant mention again, even 
if administrative agencies arc not cfiually involved in providing an 
answer. Public budgeting means more than the preparation of esti- 
mates of expenditure. It means also an estimating of expected receipts. 
Many administrative agencies may collect some receipts in the course 
of their operations. Thus they contribute to the process of building 
up the revenue budget. Except in the instance of the government 
corporation, an administrative agency does not normally retain its 
receipts for internal operation but must deposit or “cover in” these 
receipts into the general treasury. It is the tax-gathering agency or 
agencies, however, which are primarily concerned in cstimatkig reve- 
nue receipts, and it is the chief executive and then the legi.slature who 
determine how and at what magnitude government expenditures and 
government receipts shall be balanced. 

We cannot begin here to discuss the many ramifications of govern- 
ment fiscal policy or explore the intricacies of alternative methods of 
taxation. Both arc big, complicated, and extremely important prob- 
lems of government. It has bt^en suggested that government fiscal 
policy must be judged primarily in terms of its impact upon prices, 
levels of consumption, levels of employment, and distribution of in- 
come.-^ But there are other criteria as well. The basic issues in public 
finance are: (1) what goods and services shall be provided by govern- 
ment rather than by the private economy; and (2) how much of the 
total economic resources of the economy shall be devoted to the 
government sector. We do not answer these questions in this country 
by any central plan. We answer them by the democratic process in- 
volving decisions of thousands of governmental units. But one part 
of the answering process is the judgment of management about the 
urgency of a particular government service, .such as education, foreign 

Richard W. Lindholm, Public Finance and Fiscal Policy ( New York: Putnam, 
1950), pp. 24-25. 
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relations, or national security. In addition, management must contrib- 
ute also to the consideration of alternative forms of public taxation. 

From time to time there has been some suggestion of the desirabil- 
ity of a limit to the magnitude of government expenditure in a national 
economy. Undoubtedly there are such limits in terms of the varied 
activities that arc required to maintain an economy in functioning 
order. Government expenditures could reach such a magnitude in 
service operations, such as education, public health, and public wel- 
fare as to lead to an actual contraction in total national production. 
Yet in practice it is difficult to give precise definition to the magnitudes 
of desirable government expenditures. Under wartime conditions as 
much as 41 per cent of total national income was required by the 
Federal government. Under peacetime conditions such a burden con- 
tinued over a prolonged period of time would be regarded by most 
citizens as unduly heavy. Yet there is a real question whether the very 
real burden of national defense expenditures would not be far pref- 
erable to the possibility of some future conquest and enslavement of 
our country. Political judgments about the urgency of governmental 
services and the magnitude of govermnental expenditures in order to 
meet a threatening situation are therefore imperative in arriving at 
decisions about the extent to which government requires economic 
output. 

Under any prevailing level of taxation, government fiscal receipts 
will necessarily vary in terms of price levels and total production. In 
a period of rapidly mounting pi ices, constant rates ol income taxes, 
sales taxes, and other taxes will produce rising amoTints of income. 
To be sure ’Teal” income may not be greatly changed, but the dollars 
of government receipts will steadily rise with rising prices. On the 
otlier hand, any substantial decline in le\cls of production and employ- 
ment ill our economy will produce substantial reductions in revenue 
receipts. As a result much of tlii^ problem of budgeting tax revenue 
depends upon estimating the price trends and levels of production. 

In an economy which is expanding its total productive output by 
an expansion of its productive resources and by greater efficiency, 
government revenue will also tend to increase, unless taxes are spe- 
cifically reduced. Thus it is possible for govcinrncnt expenditures for 
various services to rise as a rcsi 'l of expanding levels of national 
output without imposing a relatively greater burden upon the econ- 
omy as a whole. 

Goveiiiment fiscal policy and tax revenues which tend to set the 
general limit within u Inch administrative acti\ ities may function are 
subject to variation according to the urgency of particular govern- 
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mental conditions (such as the need for national defense), and accord- 
ing to price levels and productive output. Political policies determine 
the practical limits to the goods and services to be provided by govern- 
ment in relation to total economic endeavor. Administrative manage- 
ment can never forego a vital interest in how these policies operate 
and the results which they impose. 

Conclusion 

It would be erroneous to suggest that budget preparation by man- 
agement has reached a state of perfection. Much budget information 
provided by administrative agencies continues to be deficient in ex- 
pressing program objectives or in providing accurate data about costs. 
Many governmental budgetary documents fail to provide compre- 
hensive information about the full extent of government fiscal opera- 
tions or even commitments. Many improvements are still to be made. 
Work programs need to be more clearly identified and the various 
elements of input more closely calculated. Distinctions may be usefully 
made between expenditures which will j)J'oduce future income and 
those of a more narrowly defined current operating nature. Expendi- 
tures for physical i:)lant have a diflerent economic impact from those 
for current services, even though both may be derived from current 
tax receipts. Moreover, budget commitments of one year for ^laiit or 
services may entail expanded eornmitments for future years. The 
reconciliation of annual appropriation.s with long-term fiscal opera- 
tions requires much more attention than it has received in budget 
practice. IniproNcd methods of reviewing the relative limits of differ- 
ent governmental activities and in estimating government receipts 
may be possible. 

Although public budgeting inactice has made great improvements, 
especially in the past thirty years, and although improved procedures 
and techniques have done much to give public budgeting a new im- 
portance to management, rmieh rtanains to be done. The management 
task in budgeting is never finished. 



CHAPTER 10 Fiscal Control 


The preparation of budget estimates is only a part of management’s 
concern with the financial operations of administration. Necessarily, 
management must ajipear as requested to explain budget estimates 
to the chief executive and to the legislature. The procedure of budget 
adoption, however, is not a part of our story here. Once appropriations 
have been made, the management of administrative agencies then be- 
comes responsible for executing the expenditures as legally authorized. 

The whole process of budget execution is often described as “fiscal 
control.” It should b(' emphasized at the very outset that such control 
is an essential operating task of management. The authorized appro- 
priations fix the g(‘ncral scope and magnitude of the operations of an 
administrative agency for a fixed period of time, usually a fiscal year 
or a biennium. In this process of budget execution management has 
a dual responsibility. One is to carry out the programs of an agency 
within the limits of the funds available. In doing so, there may be 
many restrictions of a legal or semilegal nature for management to 
observe. The second responsibility is to obtain the greatest possible 
return from. the expenditure of authorized funds. Appropriations set 
limits to what an agency may do only in terms of dollars to be ex- 
X^ended. Otherwise, management is usually left with the discretion to 
spend these funds in w ays which wull realize the maximum possible 
public service. 

This second point deserves special attention. The Aery term “fiscal 
control” has a negative connotation to many persons, suggesting that 
management is primarily concerned with placing limitations upon the 
expenditure of appropriations. This would appear to be an unfortunate, 
and an anw^arranted, interpretation of managements authority and 
responsibility in conducting administrative operations. After all, the 
first job of management is to see to it that the basic work of an agency 
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as authorized by law and as fixed by appropriations shall be carried 
out. The purpose in fiscal control is to help facilitate accomplishment 
of this basic task. A management which fails to realize the purposes 
of an agency has failed in its primary task. To be sure, in observing 
the fiscal restrictions which legislatures place upon administrative 
agencies, management must take care to ensure that operations do not 
exceed the prescribed limits. But the work of fiscal control is to en- 
courage and assist the conduct of operations within these limits. 

An administrative agency does not ('xist just to keep fiscal records 
or to observe financial restrictions imposed by law. It exists to get some 
particular work done. Yet it is surprising how often in practice one 
encounters among fiscal experts or specialisis the attitude that the 
work of fiscal control must be restrictive in nature. The duty of the 
fiscal officer, in this point of view, is to say “no” to the fanciful ideas 
of operating officials. This is surely a woeful misconception. The finan- 
cial task of management is to help operating officials to do the work 
they have planned while observing the necessary restrictions which 
the conditions of the public service impose upon these operations. A 
subtle matter of emphasis is invohed here. But however subtle, tliere 
is a wide difference between fiscal control administered in the spirit 
of facilitating operations and fiscal control administered in the spirit 
of restricting operations. 

The principal management tool of fiscal control is accounting. This 
is the procedure of recording and reporting the financial transactions 
involved in the operation of an administrative agency. Actually, fiscal 
control is more than this. It involves a check to ensure legal authoriza- 
tion of the work to be done. In addition, it may entail some che'ck upon 
how work is being done simply to ensure maximum results from the 
expenditure of funds. But accounting procedures rc'main as the heart 
of fiscal-control xn'actice. Accordingly, not only does management 
require ac'coiinting specialists in its group, but also management per- 
sonnel in general need to understand the basic elements of govern- 
mental accounting. 

Because fiscal control is so essential a part of the whole task of 
management in directing and supervising administrative operations, 
some phases of the process inhere in the very existence of management 
at all levels of activity. This point needs atte^aition because from time to 
time some accounting enthusiasts voice the belief that since account- 
ing is such a specialized technique it should be highly centralized in 
a government’s administrative structure. This centralization may mean 
concentration of accounting functions in one agency for an entire unit 
of government, such as the Treasury Department or the Comptroller s 
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office. Or in other instances it may mean concentration of accounting 
work at the departmental level of administrative organization. To 
some extent the issue of how much accounting practice to centialize 
at a particular level of organizational structure is a technical matter, 
to be determined in the light of the volume of transactions to be 
recorded and the requirements of specialized facilities and personnel. 
But whatever the decision made on this point, all management officials 
responsible for the conduct of administrative operations in some degree 
require accounting information. Moreover, this information must be 
available to them promptly when needed. Any accounting system 
wliich does not meet this requirement is inadequate. Worse than that, 
it will inevitably be duplicated in some way in order for management 
personnel to have the information they require. Hence accounting 
practice, however organized, must always take notice of the fact that 
accounting information is a vital tool of management at all levels of 
administrative structure. The accounting system must enable that in- 
formation to be available in the simplest, most economical manner 
possible. 

One other general issue may be mentioned at the outset of this dis- 
cussion. The question is sometimes raised about the desirable inter- 
relationship l)eh\Teii l)udgeting and accounting. We observed in the 
preceding chapter that much budget data are provided from account- 
ing records. More than this, an accounting system is in large part 
devised to help execute budget plans. It must therefore reflect cate- 
gories of cost employed in luidget preparation. On the other hand, 
because budgets are built up in terms of work programs, it has been 
argued that this phase of management’s operating interest should be 
handled primarily by those directing and supervising the substance 
of administrative operations. In other words, planners and supervisors 
should budget. Accounting may tl'cn be left to other personnel. 

The organizational relationship between budget preparation and 
budget execution is a question to be resolved by the management 
of any particular agency in the light of its own internal circumstances. 
It seems obvious that the relationship must be a close one. The budget 
officer and comptroller may be one and th«', same person when an ad- 
ministrator finds this convenient ai.d when the individual involved is 
willing to work closely on substantive matters with the other key per- 
sonnel of the management staff. Indeed, one might say that w^hen 
budget preparation and accounting arc considered in their narrowest 
and most technical aspects, they are so closely interrelated as to be 
indistinguishable. But in the broader sense of work programing, budg- 
eting must be done by those familiar with the substance of work plans. 
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and in the broader sense of program execution, accounting information 
must be known to and used by all key management personnel. 

Problems of Program Execution 

When appropriations have been duly authorized— this means formal 
passage of the appropriation legislation, its receipt by the custodian 
of laws, and official notice thereof to central financial agencies and 
to the appropriate administrative agencies— management must begin 
the process of translating work plans into work programs. The more 
detailed aspects of this procedure are not important to us. In general, 
the process involves notification to the appropriate operating officials 
that they are authorized to incur expenses for particular purposes 
within stated limits. There are three or four somewhat technical as- 
pects of this procedure, however, which we should observe. 

In the first place, appropriations for government agencies are made, 
as we have noticed, for a particular time period. Ordinarily, rhen, 
management must exercise some care to ensure that the expenditure 
of funds is spread out over the period of time in order to realize con- 
tinuous operation. If an appropriation is entirely committed within 
a six- or nine-month period, an administrative agency may face the 
alternative of suspending its activities or appealing for a legislative 
deficiency appropriation. Under certain circumstances a dej^rtment 
head may be instructed by a chief executive to commit all available 
funds in a nine-month period, confident that the legislature will make 
up the balance at a later date. This happened on one occasion, for 
example, in the administration of Federal work relief during the 
1930’s. President Roosevelt and the Work Projects Administrator 
agreed to spend the legislative appropriation over a nine-month rather 
than a twelve-month period, since they believed that Congress would 
provide additional funds. In some unusual circumstances legislative 
leaders may even prefer to appropriate at a lower figure than requested 
because they desire the administrator to come back later in the fiscal 
year and explain again the need for a larger outlay. But these are 
unusual rather than usual conditions. In general, management must 
plan its work to fit the entire time period for which appropriations are 
made. 

This situation does not necessarily mean that the rate of expenditure 
should be uniform over a twelve-month period. In a school system, 
for example, a very large part of the maintenance budget will be spent 
during the summer months when the buildings are not being used 
for class purposes. The painting program will be accomplished in this 
period. In other agencies funds for new or replacement equipment 
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will most likely be spent at the beginning of a fiscal year in order to 
make the equipment available during the remainder of the year. In 
any construction activity the heaviest commitment of funds will ordi- 
narily be made for the months of April to November when the weather 
is generally favorable for building operations. But with all the circum- 
stances which justify uneven expenditure of public funds, work pro- 
grams must be laid out in terms of continuous operation in so far 
as this is possible. 

In 1906 the Congress of the United States passed legislation, ap- 
proved on February 27, vesting authority in each head of a depart- 
ment and CvStablishment to make apportionments of appropriations 
over a fiscal year in such a way as to avoid any deficiency in available 
funds. In 1933 by executive order this authority was vested in the 
director of the Bureau of the Budget. The entire system of apportion- 
ments in the Federal government was revised and restated by Execu- 
tive Order 8512 on Aug. 13, 1940, as interpreted and applied by regu- 
lations jointly issued thereafter by the Bureau of the Budget and the 
Treasury Department. Under the executive order, the head of an ad- 
ministrative agency is re quired to submit to the Bureau of the Budget 
recommendations for the apportionment of each appropriation made to 
that agency. When approved, this apportionment becomes binding 
upon an agency and except in case of emergency may not be exceeded 
in the commitment of go\'ernment funds. Under the regulations, ap- 
portionments are fixed on a quarterly basis for the entire fiscal year, 
and the amount so approved becomes a definite limitation for fiscal 
trajisactions during any tlircc-month period. 

The word ‘'apportionment” has thus been used in Federal fiscal ter- 
minology to mean the proc ss of dividing an appropriation over a fiscal 
year. Similar procedures, if not the same term, have been established 
in many state and local units of go-/ernment. Thus, the execution of a 
work program is spread over a time period by fixing limitations to 
what an agency may commit in making use of available funds. 

A second phase of program execution involves division of an appro- 
priation among organizational units and particular work programs In 
the Federal go\’crnment most appropriations arc made for fairly broad 
purposes, sometimes to a department or agency as a whole and some- 
times to a bureau or other organizational unit. It is the task of man- 
agement to divide these appropriations among component work proj- 
ects. This process is ordinarily referred to as an “allotment of funds,” 
and constitutes in effect an authorization to a subordinate ofiScial to 
commit funds for specified purposes and objects within the amount 
of the allotment. Ordinarily, department and bureau managements 
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have extensive discretion in making these allotments. Of course, the 
total of all allotments from an appropriation may not exceed the 
quarterly apportionment, but otherwise management decides how the 
funds shall be divided among field offices and among work programs. 

The system of allotments is usually prescribed in its outline by the 
form of the appropriation. In a large agency operating various projects, 
such as construction projects or research projects, an allotment will 
specify the amount to be committed for both operating purposes and 
general administration. Where the legislature has specified certain 
restrictions on expenditures for some objects or input elements, an 
allotment may be made to administrative units as an authorization to 
commit so much for personal services, so miicn for travel, and so much 
for supplies. It is not unusual for the allotment procedure to specify 
both work programs and input elements. 

The whole allotment procedure raises again a problem which is 
often encountered in budget preparation. When allotments of an 
appropriation are made by input elements, subordinate operating units 
have clear-cut instructions about how much they may spend lor such 
objects as personal service, travel, communication, rents, supplies, 
equipments, and printing. Other instruments of direction or super- 
vision must then provide the instructions about the x^urposcs to be 
accomiDlishod from the exioenditure of funds for these input dements. 
Sometimes subordinate management officials complain that they re- 
ceive allotments of funds in this way which arc not consistent wnth 
the previously received instiiictious about w^hat to accomplish. On the 
other hand, when allotments are made by x^rojt'cts, such as cancer re- 
search or construction of a section of road, top managtanent complains 
that it loses control over the use of inx3ut elements and moie may be 
spent on personal services, for example, than was x^edged by the 
agency when its ax^prox^riation request w^as being considered. 

It has not been easy in the x>ublic service to resolve this dilemma. 
Allotments made in terms of both x^roject x^nrx^oses and inx^ut elements 
are cumbersome to administer, requiring a good deal of accounting 
effort and periodic adjustment. Allotments made in terms of one or 
the other are not satisfactory from the jjoint of view of top manage- 
ment. Some combination of the two usually is inevitable, with its 
corresponding complications for administrative accounting. 

A third issue in program execution is whether management should 
set aside operating reserves in an ax^prox^iation. When such reserves 
are required by law, of course management has no discretion. But 
otherwise many agency heads reduce the amounts allotted for expend- 
iture in order to have contingency reserves or even to lower the gen- 
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eral level of government expenditure. Prudent management would 
seem to require the creation and careful husbanding of reserves, since 
only in this way can unforeseen requirements be met and some flexi- 
bility in fiscal management be realized. Departmental action in setting 
up reserves has sometimes been criticized by bureau chiefs on the 
grounds that this reduces the amounts which they might otherwise 
commit. It is even argued that an appropriation carries with it the 
responsibility to spend all that is made available by the legislature. 
There is something to be said for this argument. But in the ab^^cnce 
of contingency reserves management loses almost all hope of flexibility 
in the process of budget execution. 

Sometimes the attitude of legislators is that the appropriation pro- 
vided an agency is a commitment for the agency to spend that amount, 
of course wisely and well. Legislators feel that they have reviewed 
administrative requests carefully, have satisfied themselves about the 
urgc'iit needs of the programs, and so expect the authorized magnitude 
of operations to be carried out. For an administrator on liis own au- 
thority to reduce the size of an activity is in a sense to substitute his 
judgment about desirable magnitude for that of the legislature. The 
cpiestion then arises whether legislative atifhorizaiion to spend a certain 
amount of money is to be ('onstrued as legislative direction to spend 
that amount. 

This is no easy question to answer. Much depends upon the nature of 
tlie administrative activity, the current eircumstanc>.‘s, and prevailing 
legislative attitudes about particular programs. In continuing operations 
such as polic'e and fire protection, education, and xrublic health, the' 
legislative* appropriation is ordinarily to be interpreted as an expression 
of community intent to op* rate the service at the authorized level. In 
other activities, especially when circumstances alter, a legislature may 
expect the administrator to contract the scale of his operations. When a 
war comes to an end with an armistice, defense administrators are 
expected to reduce supply purchases without the legislature directing 
them to do so by rescinding previous appropriations. The only answer 
to the question seems to be that management may undt'r certain c-r- 
cuinstanccs curtail the size ot tlu^ operations made possible by legisla- 
tive appropriations, but that when It does undertake to mak^ such re- 
ductions, management had better be i airly certain that legislative senti- 
ment will appro v^e the action. 

In the fourth place, there is the matter of unused balances. No matter 
how carefully management may prepare its budget plans, some changes 
are bound to occur during the process of budget exe'cution. Personnel 
may turn over more rapidly than expected. Certain personnel may 
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resign or die and be replaced by individuals at a lower salary. Some 
highly desired personnel may not be obtainable. Some equipment may 
not be available, or certain expected contingencies (such as allowance 
for sandy or rocky conditions in construction) may not occur. For 
any number of perfectly legitimate reasons an administrative agency 
may find its expenditures less than were planned for. Should these 
unused balances be employed for other needed purposes or should 
they be allowed to lapse at the end of the fiscal year? Here again no 
ready answer is possible. Under most circumstances management 
should be permitted some degree of latitude and be able to adjust 
activities to meet unforeseen conditions. Usually legislators understand 
these ciidimstances and are not unduly critic al of management when 
it makes some changes in program. But here again management must 
exercise caution. It must realize that unanticipated changes in expendi- 
tures will probably be noticed by the legislature or its auditing agency 
on a subsequent occasion. Questions may be raised which manage- 
ment must feel confident it can answer to mutual satisfaction. Here 
is another respect in which management must exercise a sense of 
political responsibility and be prepared to abides by generally prevail- 
ing expectations. 

These are some of the major difficulties of program execution which 
arise in the process of carrying out the activities made pcj^sible by 
legislative appropriations. These concerns are common to most ad- 
ministiative agencies and must be resolved in varying ways by man- 
agement while expending public funds. 

Problems of Observing Legislative Intent 

The spending of government funds by administrative agencies en- 
tails the observance of numerous limitations. These limitations are 
of two general kinds, specific and implied. Both arc important to 
management in the process of committing government funds. 

The first limitation, of course, is that of amount. Administrative 
officials who direct the expenditure of funds for amounts in excess of 
those authorized by an appropriation are personally liable for suit to 
recover the excess. In other words, it is illegal to spend amounts larger 
than those set forth in an appropriation. Moreover, in the Federal 
government, where lump sums are appropriated under various gen- 
eral headings, it is not unu.sual for Congress to add specific sublimita- 
tions. Thus in 1952 in appropriating funds for personal services of a 
number of administrative agencies, Congress provided that no more 
than 75 per cent of the estimated personal services for individuals 
engaged in public information work might be spent. These specific 
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restrictions have to be carefully observed in tlie process of spending 
government funds. 

In addition, there are a number of general limitations enacted by 
legislatures from time to time which must be adhered to in budget 
execution. Salary scales are ordinarily fixed by law or regulation; em- 
ployees must be compensated accordingly. The purchase of supplies 
is usually governed by general laws requiring among other things com- 
petitive bidding. Travel laws and regulations specify conditions to 
be observed in reimbursing personnel for trips on official business. 
There are a great many of these general laws, and regulations promul- 
gated in accordance with them, which management must know and 
observe if it is to spend funds legally. 

One of the knotty difficulties in spending ai)propriated funds is the 
problem of transfers. Under Federal government apj^ropriation prac- 
tice with lump sums authorized for '‘salaries and expenses/’ manage- 
ment may exercise discretion in making subsequent adjustments be- 
tween personal servicen and other expenses. In some in:.tanecs, as in 
the Department of Agriculture, the Secretary may transfer funds from 
one appropriation title to another up to a 5 per cent increase or 
decrease in any one amount. A department head in the Federal gov- 
ernment may make such transfers from one account to another only 
when specifically authorized to do so. During World War II the Secre- 
tary of War, for example, was empowered to make transfers in funds 
up to 10 per cent between appropriations for military pay, various 
types of supplies, and the other “titles. * But this was an unusual grant 
of authority prompted by the joeculiar conditions of the times. The 
absence of this authority to transfer amounts between appropriation 
items is not too serious a matter in the Federal government because 
of the lumi^-sum nature of most api)ropriations. 

The situation is quite different I )r most state and local government 
agencies operating under line-item appropiiations. In these instances 
an agency is required to restrict expenditures within tlie specific salary 
limits set forth in the appropriation as nell as within the limits for 
supplies, equipment, rent, travel, and otlv^r such items. These very 
precise limitations, especially over a two-year period, may result in 
a high degree of administrative imlvvibility in spending funds. As a 
result many states have laws which permit transfers subject to ap- 
proval of the governor or the mayor, or often by a board of control 
set up for that purpose. In Ohio, for example, the state controlling 
board is made up of the governor, his budget officer, the state auditor, 
and two members of the state legislature. When a very strong case 
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for transfer can be made, department heads have this possibility of 
effecting a change. 

In addition to the specific limitations imposed by appropriation and 
other laws, management may have implied restrictions as well to ob- 
serve in spending government funds. This situation is more generally 
the case iii the Federal than in state and local governments. In the 
course of hearings by the appropriations committees, an administrator 
may make certain pledges about his intentions in spending the re- 
quested funds. Furthermore, when the committee reports an appro- 
priation measure for action by either house of Congress, it files a 
report which explains what is to be done under the appropriation. 
Sometimes these committee reports arc highly critical of the manage- 
ment of an agency and request that certain changes be made in its 
future operations. Moreover, the member of the committee who 
‘pilots” an appropriation measure through the House or Senate may 
make certain statements about how the funds are to be spent. None 
of these verbal understandings has the force of law; there' is no pro- 
cedure by which they can be enforced in the actual execution of a 
budget. Yet a management which regards its legislature relations 
seriously and desires to obsc'rve the spirit as well as tlu'. h'tter of 
legislative intent will be alert to fulfill these implied restrictions as 
faithfully as it do('s the specific ones. 

The legal limitations upon the expenditures of public funds are 
more than a matter of mauageriKait conscience and scrupulous atten- 
tion. Most govrernrnents in the United States have s( t up some kind of 
specialized machinery for checking on administrative' officials to make 
sure that they obserxe the letter of the law in spt'uding government 
moneys. This machinery is usually headed by an official designated 
as a “comptroller” or “auditor.” In the Federal government thf^ posi- 
tion of Comptroller General was cr(‘ated by the Budget and Account- 
ing Act of 1921, and although appointed by the Prc'sident for a fifteen- 
year period, subject to senatorial approval, the Comptroller Cencjal 
is not subject to presidential removal. No incumbent may be reap- 
pointed after the completion of his fifteen-year term. Moreover, by 
terms of the Reorganization Act of Dec. 20, 1945, the (Jomptroller 
General of the United Statc\s and his agency, the General Accounting 
Office, were declared to be “a part of the legislative branch of the 
Government.” In many state and local governments the compti oiler 
or auditor is directly elected by the voters. 

The power of a comptroller or auditor may be exercised in one of 
two ways. All expenditures of an administrative Jigency may be sub- 
ject to “preaudit,” that is, to examination and approval before actual 
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issuance of a check in payment of salaries or services incurred by 
management. The second method is to examine all financial transac- 
tions after they have been completed by an administrative agency to 
determine whether or not they were proper. This is usually called a 
‘'postaudit.” In many state and local governments the compti'oller or 
auditor exercises the power of a preaudit. As a result the comptroller 
or auditor is an important participant in the administrative process. 
In some governments, including the Federal government, the comp- 
troller or auditor primarily exercises the power of postaudit; that is, 
he examines financial transactions after they have been completed. 

The standard of management performance which a comptroller or 
auditor is expected to enforce is essentially that of legality. But this 
is not a simple standard to apply. Legality means first of all the 
observance of the limits placed by appropriation acts upon the total 
volume of expenditures. A comx)troller or auditor will not approve 
expenditures incurred in excess of the appropriated amount. In addi- 
tion, the comptrolk r or auditor is cojicerned to ensure th,^t employees 
are paid according to the salary provisions and any other employment 
requirements laid down by law. Where contracts call for the payment 
of stated sums for services rendered, the comptroller or auditor makes 
sure that the contract was legally made. Finally, there are various 
procedures, including prescribed rules and regulations on supporting 
documents for go\'ernmcnt paymcaits. which a comptiollcr or auditor 
may endeavor to enforce. The result of this broad definition of what 
constitutes legality in management expenditure of public funds is to 
make the coini)troller t)r auditor an individual whose point of view 
is important to management. 

A good deal of controw ;sy ]jas occasionally arisen in various govern- 
mental jurisdictions about the powers of the “independent” comptroller 
or auditor, independent in the s< use that he stands aside from the 
actual administration of a public S'^rvice with the authority to criticize 
the conduct ul tliosc who are expected to perform prescribed govern- 
ment activities. Sometimes this argument has centered on the relative 
merits of the preaudit as against the postaudit. But in the Federal gov- 
ernment wht*re bolh practices exist but where the postaudit is em- 
ployed for most transactions, there* is still a good deal of conflict. 
Sometimes the argumeiit is made that the comptroller or auditor 
complicates the work of administrative agtaicies by prescribing their 
accounting methods vs hen management ought to have more discretion 
in establishing its own accounting practices designed to meet its own 
peculiar operating need.s. Sometimes it is argued that comptrollers or 
auditors are excessively legalistic in their interpretation of laws gov- 
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erniiig financial transactions and even substitute their judgment for 
that of the department head or of the chief executive about v^hat was 
the legislative intention. In the Federal government, for example, there 
is a great deal of haggling between the General Accounting Office and 
administrative agencies about expenditures in reimbursement of offi- 
cial travt'l by a government employee. Travel orders are carefully 
examined to make sure they authorize the actual route taken by an 
employee, the route used is studied to make sure that it is the shortest 
possible way between point of origin and destination, and travel costs 
incurred are examined to make sure that they do not exceed the maxi- 
mum amount permitted. Often the sums involved in any one trans- 
action are relatively small but require a good deal of administrative 
time and effort to settle. 

The sanctions available to the comptroller or auditor are formidable. 
In the instance of the preaudit, disapproval means that an employee, 
contractor, or other payee does not get paid by the government. No 
administrative agency can carry out its work if it cannot get its bills 
paid. In the case of a postaudit, the sanctions may be several. In the 
Federal government, when the Comptroller General finally disallows 
an expenditure as illegal, he may request the administrative officials 
involved to recover the illegal payment. If this is not done, the Comp- 
troller General then certifies to the Attorney General that fueds have 
been illegally spent; the Attorney General is expected to institute suit 
against the official who formally made or authorized the expenditure 
(a disbursing or certifying office^') to recover the amount. Since dis- 
bursing and certifying officers are bonded, the suit may be directed 
against the bonding company. In addition, the Comptroller General 
may report instances of illegal expenditure to congressional commit- 
tees; if the api^roi^riations committees think that the criticisms are well 
taken, they may subsequently reduce the appropriations to an agency 
or add new restrictions to the appropriation language. 

The whole controversy about the authority of independent comp- 
trollers or auditors may properly be discussed as a part of the general 
subject of how legislatures and constitutions provide for a check upon 
administrative discretion.^ Here it is relevant only to observe that at 

^ On the situation in the Federal government S(;e Harvey Mansfield, The 
Comptroller General (New Haven: Yale University Press, 1939); Lucius Wil- 
merding, The Spending Power of Conp,rcbS (JVinccton: Princeton University Press, 
1943); Daniel Seiko, The Federal Financial System (Washington: Brookings, 
1940); and Commission on Organization of the Executive Branch of the Govern- 
ment, Budgeting and Accounting, a report to the Congress, February, 1949 (Wash- 
ington: Government Pnnting Office, 1949), together with Task Force Report on 
Fiscal, Budgeting, and Accounting Activities, Appendix F, prepared for the Com- 
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any particular time and in any given circumstance management finds 
it necessary to accommodate its actions to the system of external finan- 
cial control then in effect. Many administiative officials appear to 
believe that discretion is the better part of wisdom in handling finan- 
cial transactions. They may acquiesce in what to the outsider may seem 
to be petty irritants, bureaucratic red tape, and even strained legal 
interpretations in order to get employees and contractors paid what 
is generally owed them. Usually, management finds it desirable to keep 
the comptroller’s or auditor’s office fully informed about what it is 
doing, to provide all special forms or other data requested by the 
auditor, and to settle small issues as the auditor desires in order to get 
the big issues handled as expeditiously as possible. It takes a great 
deal of management effort to meet the exactions of independent fiscal 
rontrol. No one has yet devised a satisfactory means of avoiding this 
situation and still of ensuring complete financial integrity on the part 
of administrative agencies. 

When administrators find their relations with the coinp+roller or 
auditor especially troublesome, or where they anticipate difficulties, 
there are several possible actions available. One method is to try to 
persuade an attorney general to interprc't the meaning of a law differ- 
ently from the interpretation of the comptroller or auditor. The auditor 
may not consider this other interpretation as binding upon him, but 
the conflict may eventually cause him to reconsider and even to modify 
his stand. The other course of action available to an administrator is 
to carry his difficulties to the legislature. Congress every year passes 
certain “relieving legislation” which legalizes the expenditures made 
by a disbursing or certifying officer and subsequently disallowed by 
the Comptroller General, '^lauageinent may propose new language in 
appropriation legislation which clarifies its legal authority to make cer- 
tain kinds of expenditure's. Sometimes in new legislation management 
may propose that the anthorit>^ the comptroller be limited. This 
w'as proposed by the Office of Defense Mobilization and endorsed by 
the War and Na^’y Departments in 1944 for the law-fixing policies and 
procedures in setting terminated war contracts. The y)roposal w^as 
accepted by the Congress over the protests c4 the Comptroller General 
in enacting the Contract Settlement Act of July 1, 1944. On other occa- 
sions general legislation may be enacted to clarify matters of conflict 
between administrative agencies and the comptroller. This w^as done 
in the Federal government in Public Law 600 of the Seventy-ninth 
Congress, approved Aug. 2, 1946, which clarified the law on personal 

mission on Organization of Executive Branch of the Government (Washington: 
Government Printing Office, 1949). 



242 The Common Problems of Work Operation 

travel and moving expenses of employees, on purchasing procedures, 
and on pay to consultants. Again the Federal Property and Administra- 
tive Services Act, Public Law 152 of the Eighty-first Congress, ap- 
proved June 30, 1949, simplified legal provisions governing property 
management. In all tliese various ways management may endeavor to 
overcome obstacles imposed by an independent comptioller or auditor 
if satisfactory working relationships do not exist in practice. 

Custody of Funds and Disbursement 

Many government administrative agencies may collect some fees or 
service charges in connection with their work. The Department of 
State obtains fees for passports, the Department of Agriculture collects 
agricultural loans, the Interior Department sells electric power, the 
Veterans Administration receives insurance premiums, a local licensing 
department collects fees, a state board of agriculture obtains rentals 
and other income from a state fair, a slate university colU'cts student 
fees, and so on. These collections may either be retained by the gov- 
ernment administrative agency or be deposited in the government 
Treasury as a miscellaneous government receipt. As a general rule of 
government law in most jurisdictions, an administrative agency may 
retain receipts for its own credit and for subsequent disbursement only 
when specifically authorized to do so by law. In a number of distances, 
however, such authority is conferred upon administrative agencies. 
Under these circumstances an agency will deposit its receipts into a 
special fund maintained by the Treasury, or it may deposit the funds 
to its own account in an ai)inoved bank. Ordinarily, disbursements 
may then be made against these funds to the extent of the deposits, 
provided they arc made for apj^roved purposes. It is an important 
factor in eu.suring administrative fidelity to have these special accounts 
or funds audited at least annually by the regular government auditor 
or by an auditing firm. 

Usually when a government agency turns its collections over to a 
central treasury as miscellaneous government revenue, it may spend 
only such amounts as have been specifically ax:)pi opriated to it. 

In most circumstances, however, administrative agencies do not 
have direct custody of any funds and do not make direct disburse- 
ments. Rather agencies simply commit appropriated funds and then 
submit payrolls and vouchers for payment of supplies and services 
to a central disbursing unit. The central disbursing office prepares the 
actual checks and mails these to the payees or sends them to the ad- 
ministrative agency for proper distribution. This system of central dis- 
bursement has the advantage of providing central custody of necessary 
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cash accounts and of ensuring only such cash balances as are needed 
to meet actual outlays. Moreover, this central system permits accurate 
and up-to-date information about the magnitude of actual cash dis- 
bursements and receipts of a government. In some instances this cen- 
tral disbursement may be fairly time-consuming, may result in delays 
in paying bills, and may even lead to lost vouchers and unpaid bills. 
For these reasons some governments permit particular agencies with 
a large volume of expenditures or remote from a central disbursing 
office to draw their appropriations as large checks for a depos^'t ac- 
count and then to write their own checks to individual payees. Both 
arrangements are desirable under various administrative circum- 
stances. 

Administrative ag(Micics such as a treasury department have a spe- 
rM*a] probl(‘in in collecting tax and other r(‘\enu(‘s directly from the 
public. This work involves a multitude of concerns, from proper assess- 
ment of the tax liability of the taxpayer to investigation and prosecu- 
tion of tax evasion. We are not here concerned with exj loring these 
peculiar difficulties in collecting government revenues. It is worth 
noting, howt'ver, that tax collection iuvobes s})ecial procedures in 
accounting foi and handling goveriirnfait funds which are not common 
to ^^he administrative agencies primarily responsible for spending rather 
than for collecting money. 

Kssentiah of Government Accounting 

"JTe techniques and procedures of controlling the expenditure of 
government funds center in accounting. The careful lecording of all 
financial transactions is an indispensable inanagement need in order 
to ensure obsc'rvance of . ppi opriation limitations, in order to report 
the financial facts about administrative work, in order to direct work 
in terms of expenditure coinmitn enls, and in order to analyze the 
fiscal aspects of work jnograms. 

G()V(*rnincnt accounting is based upon funds which must be ac- 
counted for separately from caeli other. In ])ro\iding for various activ- 
ities, or ill diiecting various phases of administration, the legislature 
or chief execiitixe may establish certain kinds of operations which are 
(piite distinct from one another. TIksg diflerences result in the fund 
basis of governmental accounting. Most appropriations for current 
operations fall within the category of general-fund accounting. The 
g'^Ticral fund is used to account for expenditures and revenues not 
segregated for special purposes by law or order. Or one might say that 
any government activity not financed from a special fund would fall 
within the general fund. The other major category is obviously the 
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special fund, of which there are many types, such as trust and agency 
funds, plant funds, special revenue funds, bond funds, revolving or 
working capital funds, special assessment funds, and loan or capital 
funds. 

For example, all collections by the Federal government of the pay- 
roll tax for old-age and survivors insurance, together with the com- 
pulsory contributions of employees, must be deposited in a special trust 
fund. Subsequently, the payments of old-age and survivors benefits 
as provided by law arc defrayed from this fund. Veterans' insurance 
premiums, government employees’ pension contributions, bank-deposit 
insurance premiums, workmen’s unemployment compensation taxes, 
and many other receipts all constitute separate trust funds which ad- 
ministrative agencies must carefully segregate and administer apart 
from all other funds. In many government jurisdictions plant funds 
are handled separately from general funds for current operations, both 
because physical plant additions or improvements may be financed 
by borrowing and because these represent a capital asset. Government 
corporations such as a local electricity, water, or transportation system 
are provided a capital fund. This is expected to be invested in plant 
and other facilities, with operating costs and perhaps soine^ return on 
the investment realized from operating charges. Many government 
jurisdictions provide working capital funds for special operations, 
sometimes called “revolving funds.” Thus, many purchasing offices 
have a general supply fund wath which they purchase standard stock 
items such as paper, pencils, typewriter ribbons, etc. This working 
capital is then replenished constantly by the “sale” of these items to 
operating departments, who pay by a transfer of their supply appro- 
priation in accordance with quantities consinried. Finally, some gov- 
ernment revenues may not be used for gcncTal operating purposes but 
only for special purpose's. Thus, a part of the proceeds from the sale 
of public lands by the Federal government arc credited to a special 
revenue fund which is distributed to state govf'inments. 

It is evident, then, that in government accounting, funds assume a 
special im^^oitance. These funds must be separately identified, their 
assets and liabilities, their receipts and expenditures separately re- 
corded in order to prevent an indiscriminate handling of the very 
different financial transactions in which government agencies engage. 
The attention which management must necessarily give to the fund 
basis of accounting is one of the peculiarities of government fiscal 
operation. 

Furthermore, government accounting for administrative purposes 
is closely tied to appropriations. The major and many of the sub- 
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sidiary accounts kept by an agency must parallel appropriation 
headings. In the Federal government, for example, every appropria- 
tion title becomes an account; therefore, the more such titles the more 
accounts an agency must keep. In state and local governments tht^ 
line items shown in the appropriation become an account for each 
administrative agency. Every appropriation and subappropriation item 
constitutes a dollar limitation upon management in spending govern- 
ment funds; appropriation accounting is both the device for observing 
this limitation and the means for knowing the current status of expend- 
itures. 

Management may in its discretion introduce additional limitations 
beyond those of the legislature which must then be observed by sub- 
ordinate officials. We have referred to apportionments which have the 
effect of spreading out an appropriation over a years period. These 
apportionments may be recorded in the appropriation accounts and so 
become a limitation upon the commitment of available funds. Manage- 
ment may also place limitations upon the amounts to be spent for 
travel and printing without prior approval of a higher official. The 
accounting staff will then be expected to see to it that such conditions 
as tlu'se ha^e bc'cn fulfilled before entering an estimated exi)ense into 
the accounts. 

In a field installation the appropriation ac'count is usually an allot- 
ment accoimt. AppropriatiorK:> arc made to depaitments or bureaus 
as a whole, and management must then di\idc the available amount 
among local field offices doing the admiiii,strati\(' work. In so far as 
the loc’al ciiicd administrator is concerned, the allotment account is 
in effect his ajipropriation. 

In appropriation accom tiiig theie are scweral phases of procedure 
and of terminology which are especially important The anKnmts pro- 
vided for cnrrc'iit operating purposes are committed by managemenl 
in various ways. The existing staff, augmented by new anpointinents or 
reduced by separation, constitutes one ccmimitmcmt, which is usually 
ackuowledgc^d by a periodically picpared pavToll. Trav'cl orders au- 
thorize movement of pc^rsonuci and so cxarmiit funds for this pm pose. 
Contracts duly signed by manageanent pn'xide fur the rent of build- 
ings, utility servic:e, and othc*r sc^rv i('es. Purciiase orders commit appio- 
priations for supplies and eqnipmcm All these commitments are usu- 
ally termed “obligations’’ or “encumbrances.” They are rex'orded in 
appropriation accounts iis the first major step in the procc^ss of spend- 
ing goveiiiment money. The difference between the amount c)f an 
appropriation and the outstanding obligations is the wiohhgated or 
unencumbered balance. It is this balance which indicates to manage- 
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ment tlie magnitude of the funds still available to it for future opera- 
tions. 

One or two complications arise at this point. How far in advance 
should management authorize the obligation of an aj^propri alien? Pre- 
sumably, most employees have been hired on a continuing basis. 
Should the payroll commitment then be recorded as an encumbrance 
for a twelve-month basis on the first day of a new fiscal year? This is 
sometimes done, but it would seem preferable to encumber an appro- 
priation for persona] services just one month in advance. When this 
is done, however, management needs to remember that its personnel 
commitments are ordinarily made for the entire twelve months of a 
fiscal year. A second complication is this. Shall management estimate 
the magnitude of its commitments in generous or close terms? If travel 
costs and purchase orders are generously estimated at the time aj^pro- 
priations are obligated, at the end of a fiscal year rnauagememt will 
find that it has obligated all its available funds but that actual costs 
are smaller. If managtanent estimates its obligations closely, actual 
costs may be higher and a supposed unencumbered balance may not 
exist at all. The only safe practice seems to be to estimate commitments 
as carefully as possible in the light of experience and quoted costs, 
and then to adjust tliese obligations as the vouchers of actual cost flow 
through the accounting office. This means extra accounting Ij^t at least 
results in a record of obligations which closely reflects the true com- 
mitments an administrative agemey has incurred. 

The recording of obligations c’r encumbraric(\s is the initial stage in 
appropriation accounting. As we have said, obligations rc‘present the 
commitments an admiTiistrative agency makes at the’ point in time 
when the agency can first determine with some degree' of accuracy 
what their magnitude will be. A payroll estimate, a travc'l order, a 
contract, a purchase order are all used to encumber the available 
appropriations for cairrent ox^erations. I'he actual disbiirsement of the 
appropriation comes later; in other words, there is a time^ lag between 
obligations and disbursements. The tenm "voucher” is ordinarily used 
to designate the formal administrative ac-lion of ordering payment of 
a stated amount to an individual payee. This voucher is x^rcq^iared only 
after a service has bc'cn rendered or a commodity delivered. At the 
end of the month the actual payroll stating how much each individual 
is to be x^Jiid constitutes a voucher. This is an instruction to the dis- 
buising officer to pay the specified amounts to each of the persons 
listed thereon. After a x^nrehase order or contract has been fulfilled, 
and the actual commodities delivered, the proper office prepares a 
voucher directing payment to the vendor and forwards this to the dis- 
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bursing oflBce, usually with a receiving report to attest the delivery. 
In some purchase and other operations all the work under a contract 
or order may not be fully executed until some period after the initial 
contract was made. In the Federal government obligations may be 
liquidated for a full two-year period after the close of a fiscal year, and 
in some constrTiction and military- procurement operations the time has 
been extended, sometimes through the device of a contract authoriza- 
tion. 

In government accounting disbursement means that a voucher di- 
recting actual payment of a stated amount has been prepared, re- 
corded, and forwarded to the appropriate disbursing office. The bal- 
ance between disbursements and obligations makes up the amount 
of unliquidated obligations. If this balance is large when compared 
with oustanding ol:>ligations, management knows that one of two 
conditions exists. Either the time lag between obligations and dis- 
bursemc'nts is a long one\ or obligations have been overstated and do 
not accurately refleet the* actual amounts expended. Either condition 
may require management attention. 

There are, of course, many details to government accounting in- 
volving the kinds and forms of documents used as accounting media, 
the processes of original entry into the accounts, the general ledger 
accounts maintaiiK^d, double-entry bookkeeping, and procedures in 
striking trial balances. There are also problems in classifying expendi- 
tures and income so as to be meaningful for management review. In 
recent years substantial economies have been made possible by the 
introduction of mechanical forms of bookkeeping and accounting, al- 
thniigh machine operation can be costly if specialized personnel and 
equipment are not fully and prox^erly utilized. Much attention has 
been given also to simplifying accoimling procedures. A general reali- 
zation has grown that accounting .s a vital management tool and so 
must be organized in such a way as to pioviJe supcavisory levels with 
accurate and timely information. Go^ eminent accounting has become 
a laiger and more important process as administrati\'e agencies have 
expanded and as gov^ernmeiit services have grow'ii in volume and com- 
plexity." 

In 1948 the task force on accounL .g for the (Hoover) Commission 
on Organization of the Executive Branch of the Government criticized 

2 On this whol(‘ subioct see cspeHally Llo>d Morey, Introduction to Government 
Accounting, 2d ed. (Now York; Wiloy, ]9<3); Carl II. Ciicitlcrs and Irving Tenner, 
Municipal and Governmental Accounting (Now York; Picntice-liall, 1940); and 
E. F. Bartelt, Accounting Procedures of the Federal Government (Chicago: Public 
Administration Service, 1940). 
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Federal accounting practices on several scores. The task force declared 
that there was no formal accounting plan for the government as a 
whole, and that organizational authority in this field was badly con- 
fused. It then set forth some 13 general recommendations on broad 
matters of accounting organization, procedures, and personnel.® The 
Commission itself in large part endorsed these views.* Since that time 
a good deal of additional effort has been devoted to two major pur- 
poses: to simplifying accounting practices and to improving the ac- 
counting inlormation made available to and utilized by management.'^ 
Moreover, the Budgeting and Accounting Procedures Act of 1950, ap- 
proved Sept. 12, 1950 (Public Law 784 of the Eighty-first Congress), 
directed further changes. Part II of this act placed responsibility upon 
the executive branch for maintaining an accounting system and for 
producing necessary financial reports. The act specified that the "audit- 
ing’’ to be done by the Comptroller General should be confined to 
determining the extent to which accounting and reporting operations 
of administrative agencies fulfilled legal requirements. The act was 
especially noteworthy in authorizing the Comptroller General to dis- 
continue the maintenance of seq^arate administrative accounts for gov- 
ernment agencies and to rely for his audit purposes upon direct exam- 
ination of accounts maintained by administrative agencies. ^ 

Reporting 

Accounting records indicate the status of the fiscal transactions of 
government. It is the reports taken from these records which provide 
management, the chief executive, Icgislatois, and the general public 
with the facts about government’s financial operations. Financial re- 
ports are essential to any system of fiscal control. 

The first need is for reports available to management. Many admin- 
istrative agencies find that a monthly financial report of income and 
expenditure by funds and major appropriations is sufficient for their 
purposes. These reports provide the information management requires 
in making decisions about expanding or contracting the scope of opera- 
tions and in ensuring the regularity of fiscal transactions. Usually these 
reports are f)rcpared directly from accounting records. At higher levels 

3 Task Force Report on Fiscal, Budgeiinp,, and Accoiinlinp, Activities, pp. 89-93. 

^ Commission on Organization of llie Executive Branch of the Government, 
Budf^eting and Accounting, pp. 35-44. 

° See, for example, H. W. Borclncr, “The Development of Army Accounting,” 
Public Administration Review, vol. 9 (Spring, 1949), p. 107; and T. Jack Gary, 
Jr., Linclsley H. Noble, and Alfred R. Golze, “Improvements in Federal Account- 
ing,” Public Administraiion Review, vol. 10 (Autumn, 1950), p. 270. 
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of management financial reports often represent a consolidation of in- 
formation taken from individual reports prepared by subordinate 
operating units where the basic accounts are kept. It need scarcely 
be added that these monthly or other periodic reports should be de- 
signed to provide information in the form and in the detail manage- 
ment believes necessary for its internal informational and decision- 
making purposes. 

Summary financial reports arc also important to chief executives 
and legislators. Both are concerned with major elements of fiscal pol- 
icy; they must have reliable and timely information about government 
financial devclox:)ments. In so far as the chief executive is concerned, 
ordinarily the head of the treasury and his budget officer provide him 
with the reports he needs. These same reports may be made available 
also to the legislature, or the auditor may prewide legislative commit- 
tees and individual members with periodic information. The use of 
broad classifications of related expenditnre*^^ is helpful to a general 
examination of financial data. Moreover, various analyses are impor- 
tant to help a chief executive in perceiving major policy implications 
in government financing. For example, Fcd(*ral expenditures and in- 
come need to be examined in terms of their impact upon general levels 
of employment, production, and prices. Moreover, cash income and 
outgo is apt to be more important for fiscal policy analysis than data 
on obligations and tax liabilities. The broad purposes of government 
expenditures need to be supplemented also by data on payroll outlay, 
purchase of supxfiies and services, and transfer payments. Some variety 
of finaiK'ial reports may be desirable, then, to meet the broad policy 
needs of chief executives and legislators. 

Finally, the general public, too, has an interest in financial reports. 
To some extent this interest is simply that of the right to know about 
government. An annual financial report, either in conjunction with the 
snbinissioii of budget estimates or separatc'ly, is prepared by most 
units of government and.inade generally available. Some agencies and 
governments have given special attention to making their reports in- 
formative with special graphic and other marerials. In addition, there 
is a more specific concern with financial data evidenced by research 
agencies of uni\ersities, unions, business groups, and others. Many 
government bodies make an effort to provide the information thus re- 
quested within reasonable limits. For example, the U.S. Treasury pub- 
lishes a daily statement .showing the latest information on the Federal 
government financing condition as indicated by reports from Treasury 
offices and depositories. 
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Altogether, the reporting obligations arising out of recording the 
financial transactions of government are substantial, and require a 
good deal of attention by management. 

Cost Analysis 

From time to time some criticism is voiced on the grounds that 
government agencies do not practice cost accounting. Often such com- 
ment indicates little knowledge about the real extent of such account- 
ing in private business and reveals little appreciation of the intricacies 
involved in the whole subject. Cost accouiiling means recording all 
expenditures incurred in the performance of some unit of work which 
can bo enumerated. Thus an effort may be mide to determine how 
much it costs to repair a mile of street, to install a mile of utility pipes, 
or to educate one student in average daily attendance at school. Such 
data may be useful in making comparisons of cost experience over a 
period of time or with other units of government. As we have already 
indicated, cost data are very necessary in preparing budget estimates. 

One important dillerence between cost accounting and ordinary 
appropriation accounting is this. In any cost determination all ele- 
ments of expense must be considcaed. Yvt appropriation accounting 
for many activities of government records only the direct items of cost: 
the personal servicCvS directly used to rciidcr a service and the supplies 
and other items directly consumed. In addition to these direct costs 
there are also indirect costs of administrative supervision and plant 
operation, items which are usually S€^])arutely recorded as a w^hole for 
an agency, thus covering a number of different activities. Cost account- 
ing rc^quires some system of recording or allocating these indirect costs 
to the various programs perlormed by an agency. 

There are several pitfalls in cost accounting. First, the activity or 
program for which cost accounts are to be maintained must be care- 
fully defined and be distinct from other activities. Second, special 
records may be necessary in order to make sure that all elements of 
direct cost are charged to an activity. This may be expensive, since 
such cost records will usually have to be in addition to the regular 
appropriation accounts. Third, some special arrangements must be 
made to divide indirect costs among the various activities of an agency. 
This, too, may be expensive, and often results in a good deal of inter- 
nal wrangling about whether .such costs have been properly chaigcd 
to the different work programs. In the fourth place, cost data may be 
improperly used by management and by outsiders. There is often an 
assumption that cost per unit of a given volume of work represents a 
constant value regardless of the fluctuations of volume. The chances 



Fiscal Control 251 

are that the longer the stretch of road being paved, the lower will be 
the cost per mile. The shorter the stretch of road to be paved, the 
higher will be the cost per mile. Costs vary greatly in government, 
as in industry, depending upon volume of output. There may even 
be a point in government service where for each additional unit of 
output the cost is higher than for previously produced units. More- 
over, comparisons over time and between governmental bodies arc 
dangerous, since there are so many variables in experience. Again, if 
we use the road example, it makes a great deal of difference in cost 
whether the road was constructed through densely or sparsely popu- 
lated areas, whether the terrain was fairly level or mountainous, 
whether or not there were rivers to bridge, whether or not the soil 
provided a firm base, and whether or not the road was constructed for 
heavy loads and long durability. In a school system educational costs 
vary with differences in the standards of class size and extent of cur- 
riculum offerings. Cost comparisons are almost meaningless unless 
these variables are somc'how allowed for 

The expcaise factor just mentioned has been one reason why cost- 
accounting has not been generally practiced by administrative agen- 
cies. Appiopriation accounts aie essential. Management must keep 
them ill order to meet the legal requirements of government service. 
Cost accounts may be an administrative convenience, but they are not 
indispensable. With the difficulties common to cost accounting, it is 
not surprising that many government agencies have not kept such 
records. 

Manageaneiit has an altcTiiative to cost accounting. This wti may 
tc’rm '‘cost analysis.” Cost analysis varies from cost accounting in that 
it docs not require separat<^ and comi>lete cost records but proceeds 
on the basis of existing nceounting records. It may use short-C'ut iormii- 
las ill alloeatiug indirec‘t costs. Such formulas are at best an approxi- 
mation, lint they are often accurate enough to guide management 
decisions. Cost analysis, morcovc'r, is not a continuing operation but 
periodic; it may be done on a sampling rallier than a eomph'te-cover- 
age basis. This cost analysis work, often done' under the jiirisdietion 
of a budget ofiiC(% can usually provide the data nec'ded in budget 
preparation. It can indicate to manageuKait where troublesome con- 
ditions exist and so where special attention should he given. Cost 
analysis is a tool which modtan management in the public service can 
scarcely afford to do without. Cost accounting may be an expensive 
luxury beyond the means or need of many government agencies. But 
the deficiencies of cost accounting do not justify a management atti- 
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tude of indifference to cost factors in the performance of public serv- 
ice. 

Summary 

Fiscal control is the process by which management ensures that 
budget plans are properly executed, that appropriation limitations are 
duly honored, and that various legal restrictions on the commitment 
of funds are carefully observed. The task of management's fiscal con- 
trol is to get the essential work of an agency accomplished while 
abiding by the legal requirements surrounding the expenditure of 
public funds. 

Accounting is the specialized technique emi Joyed by management 
to ensure the legal and other regularity of all financial transactions. 
Accounting reports provide information for the guidance of basic man- 
agement decisions about the magnitude of administrative operations 
and about various details of procedure. Income and e.vpenditure data 
are also essential for chief executives, legislatures, and the general 
public. 

J’he process of fiscal control dev^eloped by management is an earnest 
testimony to its financial integrity. 



CHAPTER 11 Management Improvement 


In preparing budget estimates for submission to the chief executive 
and to the legislature, top management must make choices among 
the various activities for which it is responsible. In executing appropri- 
ations, top management must perform the essential services authorized 
while observing the legal limitations set for administrative operations. 
But management has a third concern as well. It must be able to answer 
the question: Are operations being conducted as efficiently as pos- 
sible? That is, could more servdee be rendered with the same resources 
of personnel and materials? Could the resources requested by sub- 
ordinate operating officials be reduced without curtailing the essential 
services renderc'd? This question of how might the work of an agency 
be conducted more efficiently than at present is a continuing challenge 
to management. It is a cjuestion which requires never-ending attention. 

The response of management to this eternal problem of efficiency 
lies in a management improvement program. The purpose of such an 
effort is to find ways and means by which management at all levels of 
operation can realize its service goals with fev\ er persons, fewer sup- 
plies, fewer other recpiirernents. Ordinarily we call this search the en- 
deavor to jiromote (fficiency. It might e<pially, peihaxis even better, 
be called the endeavor to increase productivity, to do more with avail- 
able resources. “Efficiency” has come to mean to many people econ- 
omy, a reduction in costs. “Productivity” has come to mean increased 
output. The real need in the public sei vice much of the time is not 
economy but increased output. 

Our whole thesis in this volume is how to manage the work of 
government administrative services more effectively, that is, how to 
increase the productivity of the public service. In a sense this chapter 
may seem a recapitulation of the volume as a whole. We need this 
discussion at this point because the matter of productivity is so closely 
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related to the question of the financial resources available to govern- 
ment for its work. Budget and fiscal administration cannot be readily 
separated from the broader question of the relationship which exists 
betw^een service output and resources input. Indeed, it is the author's 
personal belief that unless budgeting practices ask and answer this 
question, one of the essential phases of the process has been ignored. 

In recent years management in the public service has become more 
and more self-conscious about its operating practices. A management 
improvement program is the formalized means whereby this self-con- 
sciousness can find expression in tangible efi'ort. When tlie Budget and 
Accounting Act of the Federal government was passed in 1921, it in- 
cluded a section directing the Budget Bureau tc/ secure “greater econ- 
omy and efficiency in the conduct of the public service.” 

In 1937 the President's Committee on Administrative Management 
asserted that it was necessary for central executive direction “to pursue 
day after day and year after year, in season and out of season, the 
task of cutting costs, of improving the service, and of raising the stand- 
ards of performance.” ^ In 1949 the Hoover Coininission spoke of the 
need for a “well-rounded and balanced budget agency with particular 
emphasis given to the development of a more comprehensive program 
for the impro\Tment of administrative management in the executive 
branch. . . ^ » 

Following upon the heels of the recommendations of the Hoover 
Commission, President Truman by Executive Order 10072 cm July 29, 
1949, directed department and agency heads to “provide for the peri- 
odic and systematic aj^praisal of (Operations to improve tdrextiveness 
and performance.” In the same order the President establishc'd an 
Advisory Commit tc^e on Management Improvement to promote) thtvse 
efforts in all administrative agencies of the Federal government. This 
action was later endorsed by Congress in See. 104 of the Budgc't and 
Accounting Procedures Act of 1950, which directed the President 
through the Budget Bureau, “to evaluate and develop improved plans 
for the organization, coordination, and management of the executive 
branch of the Government with a view to elficient and economical 
service.” 

Developments similar to these have been occurring in many state 
and local governments. Thus a recent study in New York City has 

1 President’s Committee on Administrative Management, Report with General 
Studies (Washington; Government Printing Office, 1937), p. 45. 

2 Commission on Organization of tlie Executive Branch of tlie Government, Gen- 
eral Management of the Executive Branch, a report to the Congress, February, 
1949 (Washington: Government Printing Office, 1949), p. 27. 
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pointed out; “The organization and operation of a central staff agency 
for methods analysis and improvement, as now exemplified in the 
Bureau of the Budget and in the analysis units of the various City 
departments, is of far-reaching importance in furthering a manage- 
ment program as big and ramified as the City of New York.” Govern- 
ments at all levels in the United States have become aware that in- 
creased productivity is as essential as increased appropriations while 
our nation becomes larger in population and more complex in its social 
organization. 

Organized and continuing management improvement programs are 
tending to develop throughout government agencies today. During 
World War II the Armed Forces set up substantial efforts to improve 
their operations.'* These eiidcavws have been continued and in some 
instances strengthened in the postwar years."^ In December, 1952, the 
President’s Advisory Committee on Management reported on the gen- 
eral developments whicli were taking place in the Federal government 
looking towaid gt eater effectiveness in administrative operations." It 
may be fairly said that in the public service of this country manage- 
ment has become incrc^asingly aware that it has a duty to improve 
the work of administrative agencies in a variety of ways. This need 
and this awareness are not likely to diminish in the years ahead. 

It is ax^propriate, then, to endeavw in a brief space lo outline first 
the scope or content of management improvement activities, and 
second to indicate the j^rincix^al techniques which have been used in 
promoting such imxuovement. Necessarily, we must touch ux^on mat- 
ters here which either ha\’e been mentioned bcfforc or will be men- 
tioned in subsequent chapters. It seems nonetheless desirable at this 
X:>oint to x^rovide some general understanding of what management im- 
XDrovement activities have endeavored to accomx^lish and of the meth- 
ods employed to determine desirable changes. 

Modern Management fur the City of Nctv York, Report of the Mayor’s Com- 
mittee on Management Survey, vol. I (1953), p 46. 

^On the work in the Army Service Force's of the War Dci)artment see ihe 
.symposium in Public Administration Uceiew, vo\. 4 (.\iitumn, 1944), beginning 
on p. 2.57; tlu* Nlu'v stor>' has been told in another symposium in Public Admin- 
istration Review, vol. 5 (Autumn, 1945), beginning on p. 289. 

^ See, for example, William W. Parsims, “Installing Management imprevement 
in tlie United States Treasury Department,” Public Administration Review, vol. 10 
(Summer, 1950), p. 176. Sec also William R. Divine, “Strengthening the Manage- 
ment of Federal Programs,” Public Administration Review, ^^ol. 13 (Winter, 1953), 
p. 38. 

® President’s Advisory Committee on Management Report to the President, 
(Washington: Government Printing Office, December, 1952); this report was 
reproduced in full in Public Administration Review, vol. 13 (Winter, 1953), p. 38. 
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THE SCOPE OF MANAGEMENT IMPROVEMENT EFFORTS 

It is not enough to talk about management improvement in the ab- 
stract. If administrative operations are to become more effective in 
volume of service rendered or in resources required for their perform- 
ance, certain concrete and specific action is required. In the process 
of developing improved management practices, common fields or areas 
of concern have emerged to date. These are our subject of attention 
here. 

Organization 

The most common object of interest in management improvement 
programs has tended to be the organizational structure of administra- 
tive agencies. It is surprising how little attention has so often been 
given to changing organizational situations. In agencies whose v/ork 
has had to expand under the pressure of increased work loads, and 
in agencies whose work has substantially altered because of changing 
circumstances, management has often permitted the statics of previ- 
ously accustomed structure to control new needs. The result has often 
been organizational arrangements ill-adapted to the existing work 
load or work characteristics of an agency. Management improvement 
efforts have then endeavored to suggest how structure mfght be 
changed better to fit current circumstances. 

In this process of reviewing organization three aspects have usually 
been given special attention. The -first is that of grouping activities of 
a closely related nature into a single operating unit. Sometimes the 
criterion for judgment is the elimination of overlapping and dupli- 
cating work perlormed by different operating units. Sometimes the 
criterion is the desirability of effective supervision over closely related 
activities having some fundamental clement of cohesion or unity of 
purpose. Sometimes the criterion is a reduction in the number of 
operating units subject to the supervisory authority of a single man- 
agement level. Sometimes the criterion is equalization of work load 
among operating units. Sometimes the criterion is simplification of 
supervisory structure. Obviously these criteria are not mutually exclu- 
sive; their application to individual situations is a matter of judgment. 
But the general objective of grouping related activities remains a 
major goal in the effort to improve the organizational structure of ad- 
ministrative agencies. 

In the second place, a good deal of attention has been given to man- 
agement organization itself. Here the principal concern has been to 
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provide administrators, especially at the top levels of departments and 
bureaus, with sufficient assistance to exercise effective direction of the 
activities for which they are responsible. Sometimes administrators 
have failed to provide themselves with a capable deputy as work has 
expanded. Sometimes they have failed to provide themselves with 
desirable specialized assistants to help on particular phases of the 
management task. Many administrators tend to cling to the work 
habits developed when an agency was small and have not learned how 
to delegate authority to aides. The result may be delays and even 
failures in getting the essential work of an agency done. But even in 
this area of management organization there is a corollary danger of 
building too much staff, to the point where the staff endeavors to take 
over work which properly should belong with the subordinate operat- 
ing units. Here again elements of human judgment must be applied. 

In the third place, efforts to imt)rove organization have been much 
concerned with the structure of field offices. Increasingly, careful 
studies of field operations have pointed out that a proliferation of field 
offices can be expensive in overhead costs and in uncoordinated field 
action. The proposed goal of an integrated field structure has been 
partially blocked because of an inability in many agencies to develop 
a meaningful practice of “dual supervision.” The specialists have 
feared a lack of adequate direction over their work if an integrated 
field operation undt'r a gc‘ueral manager were created. Top administra- 
tors have been reluctant to ignore these fears, and yet have not taken 
action to show that such fears may be unjustified. There have also been 
efforts to equalize work loads among field office's, to increase the dis- 
cretion conferred upon field officers in meeting local situations, and to 
ensure that field areas are large enough to support full utilization of 
specialized personnel and facilities. 

To be sure, this special attc'ution to operating organization, manage- 
ment organization, and field organizalion does not exhaust the con- 
cerns which manage ment improveuKint efforts have devoted to the 
structural arrangements of administrativ'e agencies. But it seems fair 
to conclude that in practice these have been the principal subjects 
which have received attention in systematic attempts to improve or- 
ganization. 

Procedures 

A great deal of goveinment activity necessarily involves paper work. 
In fact, this situation is true of many great organizations, such as the 
private gas and electric company, the insurance firm, and even great 
industrial establishments. If some care is not observed, it is quite 
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possible for an administrative agency to become involved in a morass 
of "red tape.” The procedures for handling applications, permits and 
licenses, and various records may become so complicated that exces- 
sive manpower is required to do the job and delays result in serving 
the public. For these reasons a great deal of attention in management 
improvement programs has been devoted to better handling of pro- 
cedural processes. 

The first objective in this field has been work simplification. System- 
atic efforts have been directed toward improved work flow. This be- 
gins usually with an analysis of the distribution of work among 
employees in order to determine (1) what activities take the most 
time, (2) whether there arc unimportant and unnecessary tasks, (3) 
whether specialized skills are being fully utilized, (4) whether em- 
ployees are doing too many unrelated tasks, (5) whether too many 
employees are expected to do the same thing, with resultant "buck 
passing,” and (6) whether the work load is evenly distributed among 
employees. Another phase is to examine all th(i steps involved in work 
flow to determine (1) whether each step is necessary, (2) whether 
some steps might be combined, (3) whether each stc‘p occurs in proper 
sequence, and (4) how the time span involved might be appreciably 
reduced. 

The standards which have guided procedural improvemei^s have 
been relatively simple. Work schedules should jirovide an even flow 
of activity for every person, and not result in unutilized time for some 
employees or facilities. .Specialization of work is desirable in order to 
enable an employee to do related tasks with a greater degree of out- 
put. But overspccializatinn which results in unused time for an em- 
ployee is undesirable. Unnecessary steps should be avoided, as in an 
excess of caution which provides for a dual inspection of papers even 
when it is known that errors of less than one-tenth of 1 per cent are 
discovered on the second check. Personnel requirements should be 
adequate for the work load, but only when every cffoit has been made 
to eliminate wasted time. Delays in handling papers should be elimi- 
nated; some standards of expeditious action should be fixed and ob- 
served. Emi)loyees should be encouraged to realize maximum possible 
and reasonable output, especially by maintaining work production 
records and promoting friendly competition. 

In this concern for simiffifying procedures and increasing worker 
productivity much has been accomplished by mechanization of paper 
work. In an earlier day all paper work had to be done by hand. 
First the typewriter, then the adding machine and bookkeeping ma- 
chines, and now a whole mechanical system of card punchers, verifiers. 
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sorters, tabulators, converters, and reproducers have greatly increased 
man’s capacity to handle paper work in large volume. But the availa- 
bility of these amazing contrivances has introduced a new problem: 
that of proper utilization. Machine record keeping can be expensive 
indeed unless its limitations as well as its potentialities are understood. 
A whole new kind of expert in management improv^ement has accord- 
ingly been created, the specialist in electric accounting-machine instal- 
lation. It has been estimated that machines, when properly used, can 
do a given volume of paper work with 10 per cent of the personnel 
which would otherwise be required. When the machine cost is cal- 
culated, a i^ossible economy of 75 x'^er cent has been realized in some 
ox:)erations of government. The work to be done by a machine must be 
carefully studied. Ordinarily, machine accounting from the j3unched 
card is economic when a variety of combinations of the same basic 
data are needed on a repetitive basis. The volume of these data must 
also be sufficient to warrant machine ojicrations, although this may 
be overcome by using a c;eutral machine installation serving a number 
of different agencies or offices. In general, it does not pay to punch 
cards for a one-time calculation. 

Office layout has been another focus of interest. Especially wdien 
office space is in short supj^ly, as has been the case in recent years, 
it is imxiortaiit to save space in every w^ay possible. Office equipment, 
moreover, is expensive and must be used to the fullest advantage. 
The objectives of office layout have been (1) to obtain a straight-line 
flow of work with a minimum of crisscrossing of papers in [irocess; 
(2) to conserve space while providing siilficieut room for each per- 
son to work etfectivc.'ly; (3) to reduce the time recpiired to (H)m]')lete 
a unit’s work; (4) to j^^ovide woiking conditiojis which will diminish 
fatigue and increase jicrsonal efficiency; and (5) to iiermit forese^en 
expansion and to cut down on movement of office (juartcTS. In realizing 
these purposes a number of standards have been fomiulatcxl. One is 
the standard that work processes should flow continually forw^ard 
within a unit. Another is that units whose work is complementary 
should be located adjacent to each other. A third is that siqiervisors 
should be located adjacent to the units which they direct. Offices 
visited by the public should be located near principal entrances. It 
is desirable to minimize the numijci of private ofiiees and paititions 
since these obstruct clerical supervision and interfere with lighting, 
heating, ventilation, and work flow. Private offices are necessary only 
when quiet is essential to a person’s work or when confidential con- 
ferences are frequent. The areas which are best lighted should be used 
for clerical activities requiring close and constant visual work. Areas 
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away from windows should be used for aisles, files, and other storage 
needs. Units making the most use of elevators or ramps should be 
located near these facilities. Finally any work which produces move- 
ment or noise should be segregated as far as possible from people 
doing mental work. 

Some government offices have achieved notable improvements in 
the working conditions for their employees by careful attention to 
proper lighting, by the use of pastel shades of paint on walls, ajid by 
insulation to reduce the noise of machine operations in processing 
papers. Employee fatigue is a major concern in any highly repetitive 
work; any improvements which result in reducing such fatigue add 
to work eflBciency and employee satisfaction. 

Still another subject of concern in the field of procedures has been 
forms design and standardization. Much paper work involves the use 
of forms which are filled out by a client of the agency or are main- 
tained internally. The very volume of such forms has led many govern- 
ment agencies to institute a rigorous control forbidding the design 
or reproduction of a new form without approval of a central office. 
This practice serves a dual purpose. It requires an initiating office 
to give a full justification for a new form. This helps cultivate a 
realization that setting up forms is a serious matter. In addition, a 
central check may ascertain whc'ther some existing form mjght be 
used or modified to meet the need. In the scc'ond place, a central 
office might include one or two persons specially acquainted with 
the intricacies of proper forms design. 

Forms arc used lor tw'o reasons: to transmit essential information 
and to provide a record of past transactions. If a form does not ac- 
complish one of these two things, there is no need for it. Standardiza- 
tion and simplification of forms may be achieved by an inventory of 
all forms used by an office, by separating essential information from 
nonessential, by comparing related forms and consolidating informa- 
tion, and by redesigning new forms to serve multiple uses. Forms 
design itself has become a specialized art. It is particularly desirable 
that forms be useful and easy to fill out. The sequence of entries 
affects the arrangement of a form. Usually a form has to be filled 
out, checked or approved, filed, and perhaps later located. Form lay- 
out has to meet all these needs and avoid the necessity for a person 
to “jump around” in filling out the required data. If a form is to be 
filed alphabetically by name, obviously the name should go in the 
upper comer where it can be readily spotted. Spacing obviously 
should fit the kind of machine to be used. For typewriting, for ex- 
ample, 10 spaces to an inch horizontally and 6 lines to an inch ver- 
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tically must be provided. On a hand-written form, lines should pref- 
erably be half an inch apart. A common standard employed in forms 
design is the "box-type” arrangement, which clearly defines the vari- 
ous areas for entry and which groups all related items. Space on a 
form is thus allocated in proportion to the convenient insertion of 
desired information. The boxes in such a form may be numbered as 
a matter of convenience. In standardizing the size of forms it is de- 
sirable to use units or multiples of 8^2 by 11 inches, the standard 
size of typewriter paper and the usual size for filing. With these basic 
dimensions it is still possible to design forms in several different sizes, 
from half a page to four pages with a single fold. Manifold forms are 
those bound together in some fashion which expedites the filling out 
of several copies at one time, preserves a set of forms (such as a 
purchase-order book) within a single cover, or permits continuous 
operation (such as of a teletypewriter or a tabulating machine). Only 
special circumstances justify the extra cost entailed in using manifold 
or specialty forms. 

Procedures employed in handling paper work obviously comprise 
a sizable field of management improvement concern. Almost all paper 
operations deserve periodic review in order to ensure that work proc- 
esses are simplified as much as possible. 

Budget and Accounting Practices 

Another broad subject of attention in management improvement 
efforts has involved the budget and fiscal control processes themselves. 
These efforts have been directed in the first place to improving tlie 
accuracy of agency estimates of expenditures and of miscellaneous 
receipts arising from administrati\e operations. The need foi such 
accuracy scarcely requires demonstration, the impact of government 
spending and taxation being what it is today. One test of accuracy 
is to review past experience t(/ determine how accurate estimates 
have been in previous years. If the disci epancies have be en consid- 
erable, the questions naturally arise. Wliy have forecasts been rela- 
tively inaccurate? What can be done to be more accurate in the 
future? Sometimes agencies do not properly apply the definitions of 
what constitutes an expenditure in budgetary terminology. If an 
agency follows the practice of overestimating obligation costs when 
incurred, and does not adjust these downward properly when actual 
costs are known, the agency will overstate its future obligation needs. 
If an agency does not have an accurate idea of the time lag between 
incurring an obligation and issuing a vouchei in payment, it cannot 
estimate future obligations or actual expenditures with any high degree 
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of accuracy. If an agency has not studied its costs in terms of work 
load or has not carefully estimated future work load, budget estimates 
are not apt to be very accurate. These and many other factors in 
budget preparation require attention in order to improve expenditure 
estimates. 

In estimating miscellaneous receipts, an agency may not make a 
separate analysis of each source of income, and may not have very 
good information about the factors which increase or decrease these 
receipts. Sometimes trends in receipts have not been established; future 
projections based upon some static past time period may be quite 
faulty. Seasonal, cyclical, and other influences may result in a fluctua- 
tion in receipts. Unless all such factors are analyzed, receipts may 
be over- or underestimated, with complicating results for the entire 
budget process. 

Attention has also been given to particular phases of reviewing ex- 
penditure schedules. How carefully are the man-year requirements 
for personal service calculated, and what allowance is made for turn- 
over? Are olfligations for nonpersonal services based upon past experi- 
ence or future work schedules? What efforts are made to review input 
requirements in terms of the efficiency of administrative operations? 
IIovv convincing arc the records and other details used to justify ex- 
penditure needs? To what extent are matters of public policy and 
administrative decision reflected in budget requircrncails? How much 
personal attention of top management is devoted to budget prepara- 
tion? Answers to questions like these may indicate a good deal about 
the quality of budget preparation^ 

Management improvement studies ha^ e examined fiscal-control pro- 
cedures in order to simplify work processes. The currency of all post- 
iiig operations may be investigated, together with such matters as 
whether accounts reflect all obligating documents, the frequency with 
which unliquidated obligation balances are compared with obligation 
documents, whether the proper and necessary accounts ar(' being main- 
tained, whether costs are being classified properly and distributed by 
object, whether vouchers are promptly handled, the extent of excep- 
tions taken by the external auditor, the use and periodicity of fiscal 
reports, and similar matters. The way in which all these transactions 
are being handled again indicates whether the management of an 
agency at any particular level is exercising effective fiscal control of 
its operations. 
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Personnel 

The next two chapters present the basic issues of personnel policy 
and procedure in the public service. Management improvement inter- 
ests in this field have tended to concentrate upon two aspects. One 
has been simplification of personnel procedures, especially the paper 
work involved in initial appointment, transfer, and promotion of per- 
sonnel, in maintaining adequate personnel records, and in preparation 
of payrolls. The other has been to improve employee relations, espe- 
cially by the establishment of employee suggestion systems and by 
operation of welfare programs intended to increase job satisfaction. 

Personnel procedures are necessarily complicated. The file on each 
individual employee will usually include an application or qualification 
form, an instrument of initial appointment, oath of office, notices of 
subsequent personnel action such as pay increases and promotion, 
leave records, medical record, efficiency ratings, and more recentl> 
security clearances. Such a file must be accurate and up to date. Then 
there is the problem of what to do with the records of employees who 
may be inactive (on extended leave or military duty) or who have 
been separated from the public service. There is the question also of 
how these records are to be used in deciding promotion, transfer, and 
separation actions. The work load iri maiiUainiiig personnel files may 
be .studied in tcTnis of the clerical staff needed for the job 

During World War II many Federal adininistrative agencies 
launched general programs to cncoiuage individual employees to 
make sugg(\stions about how to improve operations. Cash awards were 
presented to the employee making the best proposal in any one-month 
period. After the war, i ublic Law 600 of the Seventy-ninth Congress 
authorizc'd agcu.ei(\s to set up suggestion xerograms on a continuing 
basis. This joractice encouragev employees to think constructively 
about their wH)rk and how it might be x)erforined more efliciently. It 
gives evidence that management is actually interested in what em- 
ployees think, and by rewarding useful x)ioposals which are adopted 
it gives some recognition to those who proi')Ose better work processes. 
Improved communication between managenjciit and employees may 
also be encf)uraged. On the othci liaiid, a suggestion system cannot 
be kept going under high pressure over a protracted period of time. 
Formalized efforts including posters and the setting up of a suggestion 
box may be desirable intermittently. At other times just a general 
management sympathy toward new ideas can accomplish a great deal 
in advancing employee interest in their jobs. 
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Grievance machinery may be important in some personnel situa- 
tions. At least this is a matter which deserves attention. In addition, 
management of late has given more concern to problems of employee 
welfare, such as health service, counseling on personal problems, sav- 
ings and lending arrangements, and recreational activities. These have 
helped promote employee satisfaction in an agency, have increased 
worker productivity, and lessened labor turnover. At the same lime 
the expansion of these activities in a highly competitive labor market 
as has existed in recent years has raised the question of just how much 
of this sort of work management in the public service should be rea- 
sonably expected to provide. In any event, the whole field of personnel 
policy and procedure has been a fruitful one for continuing manage- 
ment attention in order to achieve more effective operation. 

Internal Services 

Another major subject of concern in management improvement 
work has been the whole field of internal or housekeeping services. 
The most common of such services are building operations and main- 
tenance, procurement and storage of supplies, reproduction services, 
mail and messenger service, transportation and communication service, 
maintenance of equipment and especially of motorized vehicles, and 
records service. Each of these internal services presents its owq pecul- 
iar problems in effective performance. We shall say more about these 
in later chapters. 

The first challenge to management improvement efforts has been 
to determine whether any one of or all these services is being com- 
petently managed. Usually this has involved a study of existing operat- 
ing practices in each service in comparison with the best standards 
or techniques currently known. For example, inventory control of sup- 
plies on hand in an administrative agency has proved a difficult area 
of operation. Large inventories build up storage and handling costs. 
When an agency carries many different items, it is frequently difficult 
to identify them all and to maintain an accurate record of turnover 
as well as of stocks on hand. Yet knowledge of turnover is essential 
to proper purchase control. Moreover, a review of inventory-control 
practices may be made too infrequently by management. And this is 
just one phase of supply activity. The study of this and many other 
internal services has frequently revealed the opportunities for sub- 
stantial improvement. 

A major issue in examining intenial services, however, has been 
one of organization. To what extent and in what degree should a 
service be centralized for an administrative agency as a whole, for 
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a government jurisdiction, or for a common geographical area? No 
issue has caused more debate and conflict in many an administrative 
agency. For example, the Federal Security Agency had the problem 
whether to centralize library work and have a single library for the 
agency in Washington headquarters or to permit each of its operating 
units— primarily the OflSce of Education, the Public Health Service, 
and the Social Security Administration— to have its own separate li- 
brary, with its own librarian, library facilities, and books. After it had 
considered this question for some time, the management of the agency 
decided to centralize the library activity' for the agency as a whole, 
but the recriminations were vociferous indeed, especially on the part 
of the Office of Education.^ 

To give another example, we may mention the motor maintenance 
problem of any fairly large city. The police force operates a number 
of patrol cars and one or more emergency trucks. The ijiiblic works 
department will have trucks for road repair, garbage and rubbish col- 
lection equipment, and passenger autos for its building inspectors. 
The health department uses automobiles for its sanitary engineers, 
public-health nurses, and doctors. Other departments as well will have 
a few automobiles or trucks for their use. The organizational problem, 
then, is wht^thcr each department shall have its own garage and its 
own arrangements for motor maintenance or whether there should 
be one single municipal garage to service all the motor equipment of 
the city. 

Exactly the same kind of question may be asked about reproduc- 
tion service, about mail and messenger service, about purchasing and 
storage activities, and all other internal housekeeping services. The 
issue is the extent to which such services shall be ccnbalized at one 
point in an organizational structure, with all operating offices then 
drawing upon the service as needed. It is not an easy question to 
answer, although in former years the customar)' ansv/cr of all “expert” 
studies of the situation was the recommendation: centralize. Today 
experts and administrative officials more frequently realize that there 
are advantages and disadvantages to either arrangement. The solution 
is sought in terms of the practice whi( li on balance appears to be 
least disadvantageous under the conditions of a particular situation. 

When an internal service is centralized, there are a number of ad- 
vantages which may generally be anticipated. First of all, a centralized 
service brings together in one place the specialized personnel and the 
specialized equipment needed to perform that service. This arrange- 

^ Cf. “The Office of Education Library” in Harold Stein, ed., Tuhlic Administra- 
tion and Policy Development (New York: Harcourt, Brace, 1952), p. 33. 
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ment usually results in improved supervision of the operation and per- 
mits introduction of the best-known techniques. Professionalization 
of the service is also promoted. In the second place, centralization usu- 
ally means lower cost in performing a service, because the personnel 
and facilities can be fully utilized. Excess personnel and excess facili- 
ties beyond a “normar or average work load can be disposed of. All 
service personnel can be fully occupied all the time. Moreover, idle 
time in use of facilities, or duplicating equipment and facilities, can 
be avoided. In the third place, if both specialized personnel and equip- 
ment to perform a particular service, such as motor maintenance, are 
scarce, centralized operation permits the creation of a system of 
priorities which means that the most urgent work gets done first. The 
situation is avoided where one department cannot get its trucks or 
automobiles repaired because its garage is so far behind in its work 
while anothc^r department has mechanics sitting around. If motor 
mechanics were centralized in one municipal garage, trucks and auto- 
mobiles might be repaired in the order of the most urgent needs. 

But there arc disadvantages to a centralized service. First, the 
service is removed from the operating work which it helps to perform. 
The service specialist may lose an immediate interest and perhaps a 
concern for the effective operation of the end purpose itself. And in 
some instances, as in purchasing, it may make a great dtfference 
whether the service personnel know intimately the problems of those 
who are going to use particular supplies and equipment. Some desir- 
able technical changes in specification, for example, may be delayed 
just because the service personnel have to learn more detail about 
specific operating problems. In the second place, a centralized service 
may promote congestion and result in delays in carrying out the essen- 
tials needed to facilitate administrative end purposes. For example, 
a centralized filing system may get behind in filing papers, or there 
may be so many papers to take care of that when a file is needed for 
an administrator who wishes to review past action before deciding 
a current issue, the desired papers cannot be found. In the third place, 
human or psychological factors may oppose centralization. An admin- 
istrator of an operating job, deprived of direct control over a facilitat- 
ing or housekeeping service, may feel that he has been denied the tools 
necessary to his job. He may blame delays or breakdowns in his 
operation upon the centralized service, which he claims failed to 
meet his needs. This kind of “buck passing” may have just enough 
validity to appear to be a reasonable defense. 

Another aspect of the psychological factor has been encountered by 
most administrators who have ever tried to set up a stenographic pool. 
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Almost always an administrator has found that stenographers rather 
resent being herded together in a common room. They tend to be less 
interested in their work and often delay its completion. When stenog- 
raphers are assigned full time to particular offices, they usually have 
more interest in the success or failure of that work, learn a good deal 
about it, and work harder. Typing pools may be necessary in a large 
clerical operation. Stenograi^hic pools, on the other hand, seldom seem 
to work out very satisfactorily. 

Today, then, there is less disposition to answer any problem about 
internal services with the pat solution: centralize. Rather, the realiza- 
tion has been growing in management improvement work that more 
flexibility of approach is desirable. As a general proposition, it is 
desirable to centralize a service at whatever level of organizational 
hierarchy it may be necessary in order to obtain full and economical 
use of specialized personnel and specialized facilities. But this level 
is not necessarily the to]3 rung in the structure of an agency or of a 
governmental unit. Moreover, in many situations where some peculiar 
conditions exist, as, for example, in the purchase of hospital equip- 
ment, it may be desiralfle to leave actual purchase to the agency itself 
and to xirescribe centrally only certain procedures to be used. Further- 
more, in providing some services, a new organizational approach has 
been used, as in the Armed Forces, which is known as “assigning” per- 
formance of a cc'ntral service to an operating agency upon the basis 
of “principal user,” For examjile, if it were found in a municipality 
that the dcjoartrncnt of public works had the largest number of trucks 
and automobiles in operation, it might be decided to have the garage 
of that dcpaitment per form hea\'y and specialized maintenance work 
for other municipal departments as well. 

Ill any e\ent, central services are a continuing center of interest 
in management improvement efforts since there are so many matters 
of procedure, technique, and O’^ganization which require attention 
and which may be subject to improvement. 

Planning 

In recent years another interest in the systematic endeavor to make 
management more cffectiv’o has l>een planning. Usually management 
consultants or experts do not endeavor to review the substance of par- 
ticular plans as formulated and carried out by operating agencies. 
Rather their concern is whether the planning responsibility of manage- 
ment has been clearly recognized, whether efforts are being made to 
formulate work objectives and major policies, and whether the plans 
are actually being used to guide administrative activity. Increasingly, 
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it has been learned that both time and resources are wasted in group 
work unless objectives are clearly defined and consistently employed 
as the goal for all organized enterprise. 

Sometimes the management improvement problem is to help create 
the necessary staff machinery to enable an administrative head to 
plan effectively. Sometimes the problem is to help improve planning 
procedures, so that required data are available and work programs 
are definitely fixed. Sometimes the problem may be in a failure to 
realize satisfactory communication of plans and policies to subordinate 
operating units. All these phases of the planning process as such may 
be analyzed, and even a ‘‘plan” for planning introduced. The essential 
factor is for administrative agencies to plan their operations in advance 
with as much care as possible. Management improvement seeks some 
assurance that this is being done. 

Supervisory Practices 

Finally, management at all levels of organization is being helped 
today to impro\T its supervisory practices. How does management 
learn what its operating parts are doing? How docs management 
know that the information it acquires is accurate? How does manage- 
ment ensure that the work undertaken by operating units is the desired 
work and that it is proceeding according to ‘plan”? These a«d many 
similar questions may be asked about supervisory techniques. 

Obviously, a management which is not exercising some degree of 
oversight of the work performed by operating units is not fulfilling 
its responsibility. More than this, such a management likewise is very 
apt to be suffering from a lack of coordinated effort and so is wasting 
precious resources. The latest techniques in supervisory practices may 
not be known to the management of an agency. An educational and 
installation task may then be needed. 

But sometimes the problem may not be too little supervision but 
rather too much. Management may be expecting to be consulted about 
every action before it is taken. When this happens, it can result in 
tremendous congestion at some point in the hierarchy. Operating per- 
sonnel may become discouraged, or their true capacities never fully 
used. Moreover, it is usually a failure on the part of management to 
define what it expects to be accomplished which leads to this sort of 
congestion. Occasionally, administrators distrust their subordinate per- 
sonnel and know no other way to ensure faithful performance of their 
work. 

Management improvement under such circumstances lies in en- 
deavoring to build supervisory techniques which will confer more 
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freedom of action upon subordinates while enabling management to 
concentrate upon essentials. It is not always easy to achieve such 
balance in the supervisory practices employed by the management of 
any particular administrative agency. 

THE TECHNIQUES OF MANAGEMENT IMPROVEMENT 
The Survey 

In promoting improved management of agencies, several different 
techniques have been employed. Perhaps the best known and most 
commonly used is the survey. This is simply the technique of social- 
science inquiry applied to an administrative setting and designed to 
evaluate existing practices. A survey of administrative organization 
or of management activities endeavors to collect all possible facts 
about the present situation. This information is usually acquired by 
interview and observation, as well as by reading manuals and files. 
Sometimes formal questionnaires are used, and answers tabulated as 
in an opinion survey. More often the investigator has some general 
pattern of questions to which he seeks answers, questions similar to 
those already outlined in this chapter. 

In making a survey study, the inv(*stigator or analyst must neces- 
sarily begin with some genei'al knowledge of management problems 
and with some general ideas about what constitutes desirable behavior 
or practice. These preconceptions are not always clearly stated, but 
they exist; indeed it is difficult to understand how^ a survey could be 
started or completed without some more or less well-formulated con- 
c('pts to guide both fact finding and subsequent evaluation. The fault 
with many surxeys is that the investigator's experience may be limited 
or that his conce]^ts may be too narrow and rigid. The present state 
of our knowledge about management permits the formulation of con- 
cepts to guide future behavior only in a tentative or experimental 
sense. There are few if any exact rules or ‘‘laws" which can be set forth. 

Another danger in survey work is that the investigator will not 
familiarize himself adequately with the specifie circumstances of the 
agency or problem he is studying. The iin estigator in a management 
improvement program usually has the advantage of not being a party 
to the struggle for power which goes on in an administrative agency. 
But he can scarcely aflbrd to ignore such a struggle, or to blind him- 
self to the fact that organizational changes may affect the status of 
those who are competing for position. There are political factors in 
the public service which must also be examined. And then it is not 
enough to have some ideas about desirable organization. The investi- 
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gator must be sure that the problem he is studying is primarily organi- 
zational and not procedural or personal. He must decide whether in 
any given situation stronger central control or greater operating auton- 
omy is the real need. He must decide, too, whether clientele satisfac- 
tion is more important than certain more limited considerations of in- 
ternal efficiency. He must judge the importance of ti'adition to the 
whole operation. It is in the area of these broader considerations that 
so many survey studies are likely to be defective or inadequate.^ 

The survey information is then brought together, with appropriate 
exhibits, in a survey report. The report usually consists of findings of 
fact, conclusions about the effectiveness or noneffectiveness of present 
practices, and recommendations about futuie action. These recom- 
mendations may be discussed previously with management, or they 
may be presented “cold” without prior consideration. There are advan- 
tages in both practices, and much again depends upon circumstances. 
If the management of an agency is actively seeking to improv^e its 
work arrangements and practices, the course of a survey provides an 
excellent opportunity for education. Moreover, a sympathetic manage- 
ment may ensure adoption of the recommended changes. In some 
cases, too, prior discussion may lead the investigator to modify some 
of his own ideas. On the other hand, sonic^ management offic'ials i)ref(?r 
not to discuss recommendations. They desire the investigator^to work 
alone so that they may then be free to accept or rt^ject his proposals 
in whole or in x^art. Sometimes tlie investigator who is disx^osed to be 
critical of the conditions he finds prefers to koep his suggestions to 
himself until he is finally ready to present them in full. 

Although the survey technique has often been used in studies ol 
organization, it may equally well be used to examine details of finan- 
cial administration, x^nrehasing practices, the handling and disposition 
of records, and (he whole gamut of management interests. The organi- 
zational survey is just one use of the general-survey technique. Indeed, 
many surveys cover a wide range of matters from organization, finances 
and personnel administration, to researcli and planning, and x^iiblic 
relations.'*^ 

llie problem of follow-ux3 in survey work is a troublesome one. 
Should the management immediately affected by the recommenda- 
tions of a survey undertake installation of new practices? Or should 

Cf. C. Dwight Waldo, “Organizational Analysis, Some Notes on Methods and 
Critciia,” Public Administration Review, vol. 7 (Autumn, 1947), p. 236. 

® For an illustration of the use of the survey technique see Task Force Report on 
the Post Office, Appendix I, prepared for the Commission on Organization of the 
Executive Branch of the Government (Washington; Government Printing OlBce, 
1949). 
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the consultants and investigators take over the task of installation, 
training employees in the new practices, watching observance, and 
withdrawing only when satisfied that the recommended arrangements 
are fully operative? Here again there is no one answer. Either method 
of follow-up may be employed. Management at the operating level 
involved must be convinced that changes are desirable if they are to 
be effective over a period of time. But management often needs help, 
too, in getting changes under way. Sometimes changes may not be 
carried out for several years after they have been proposed. In these 
circumstances the survey may simply set goals for organization and 
procedure which management finds it fc*asible to effect only over a 
considerable period of time. 

Work Simplification 

A number of techniques of analysis, especially of procedures, in- 
volve the preparation of diagrams in order to visualize a process and 
to help suggest improvements. For our purpose here we jnay group all 
these diagrammatic tools together and label them “work simplification 
methods.” 

One such technicpie is the work distribution chart. The purpose of 
this tool is to present clearly all the activities in a w’ork unit doing 
clerical tasks and the contribution of each employee to those activities, 
llie major activities arc* listed on the side or stub of the chart, the 
employees’ names arc individually listed across the tc:)p, and the tasks 
and time spent on each are filled in the boxes. The chart then help.*? 
to answer such questions as what activities take the rno.st time, whether 
employees do too many unrelated tasks, and how evenly the work 
is distributed. These work distribution charts reejuiro a good deal of 
study in orclcT to serve as the Ixxsis fc:>r any redistribution of tasks. 

Another tool is the process chart. This is a detailed record of the 
successive steps in a clerical pi oc. dure. It sets down in chroncilogical 
order the v^arious steps in the prexess. In order to help visualize and 
study the secpirnce of work, four symbols are employed: usually a 
wide circle to represent “operation,” a smaller circle to represent “trans- 
portation,” a triangle to represent “storage,” and a square box to 
represent “inspection.” A thin line is !hen used to connect each symbol. 
The process chart indec'd may be set up as a standard form with the 
symbols ready to be blacked in as the study proceeds. 

The process chart provides a basis for asking six simple questions: 
(1) what is being done; (2) why is this step necessary; (3) where 

For a fuller account of the use of tlie work distribution chait sec Work 
Simplificaticm^ Publication 91 (Chicago: Public Administration Service, 1945). 
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should this step be done; (4) when should this step be done; (5) who 
should do this step; and (6) how should this step be done? Such ques- 
tions seem obvious indeed, and yet it is surprising how seldom a 
supervisor may ask them. The process chart encourages self-inquiry 
and a desire to see if it is possible to simplify the procedure. 

In the Adjutant Generars Office during World War II a process 
chart was made of the procedures employed in the record examination 
unit of the enlisted man’s branch handling induction papers. It was 
found that there were 67 steps in this procedure involving 20 different 
operations, 14 movements for a total distance of 605 feet, 29 storages, 
and 4 inspec'tions. Upon study it was found possible to reduce the 67 
steps to 41, involving only 10 operations, 11 movements for a total 
of 375 feet, 18 storages, and 2 inspections. The result was a consider- 
able speed-up in processing induction papers and the capacity to 
handle a growing volume of work without additional personnel.'^ 

Yet a third kind of diagram may be made of office layout, visualizing 
the physical location of persons and the movement of papers from one 
desk to another. Such a diagram will indicate whether there is much 
crisscrossing of work in process, and it may .suggest possibilities of 
simplification. 

Visual study of the work operation of the individual may also reveal 
important considerations for a supervisor’s attention. A persom sitting 
at a desk or at a counter has a radius of operation equal only to the 
length of the right or left arm. If all the working materials are not 
located within that radius, loss motion is involved in getting up and 
moving around in order to reach necessary materials. Some rearrange- 
ment of work space or of work assignment may result in making the 
work easier and faster to perform. Even work-gang processes of a non- 
clerical type may be charted visually and improvements then become 
evident. 

Still a fifth kind of procedure analysis can be made from a charting 
of the number and movement of forms. This kind of study collects 
information about the forms used in a procedure, such as how many 
copies are prepared, where each copy goes, what is done with each, 
and what other forms are then prepared from the data contained on 
the original. Such analysis may help to answer the questions: Is it 
necessary to have so many copies of a form prepared? Is is necessary 
to have different forms or might they be combined? Is the procedure 
important enough to be standardized? Thus, for example, in one such 
study of purchasing procedure it was found that eight different forms 

Taken from Work Simplification, Army Service Forces Control Manual, Oct. 
15 , 1943 . 
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were used. When the procedure was standardized, the number of 
forms was reduced to three, with all essential information and the 
flow the same as before. 

All these diagrammatic tools may be employed in a management 
improvement program as means to simplifying work processes. 

Work Measurement 

The third general technique utilized in any systematic endeavor to 
improve operations is work measurement. This is a method for estab- 
lishing standards between work produced by an operating unit and 
manpower used in the process. A work measurement program involves 
two essential conditions. One is precise definition of the work oper- 
ation to be measured. This may be letters received, forms processed, 
tons of supplies shipped and received, or inspections made. The work 
operation involved must have some physical characteristics which en- 
able it to be counted in tcniis of units, such as number of vehicles 
repaired, number of miles of road paved, or number of aj)plications 
received. Second, it must be possible to record the number of man- 
houis utilized in the performance of the defined work operation. Thus, 
the essential ingredients of work measurement are measures of output 
and measures of irifnii in terms of manpower used.^- 

If these two conditions are present, the utilization of work measure- 
ment depends upon the maintenance and reporting of exact data on 
both work load and man-hours. This means that a fairly substantial 
amount of record keeping becomes necessary. Sometimes these data 
may be taken from existing lecords; sometimes it is i)Ossible to dove- 
tail the records already kept with the requirements ot work measure- 
ment. But a work measurement system can only be as good as the 
accuracy of the data it uses. 

Once the data are available, it easy to calculate a w^ork perform- 
ance rate x)er unit f)f manpower used. Thus, by dividing the number 
of paptas processed in a clerical unit by the number of man-hours 
expended, we may find that four eases are processed per each man- 
hour of work. Or this may be stated in terms of one case handled 
per one-(piarter hour of manpower. This information provides man- 
agement with a production rate \vi any given operation. 

This production rate may be used in one of tw^o ways. If there are 
many different operation units of an agency, such as field oflBces, do- 

Cf. A Work Measurement System, U.S. Bureau of the Budget, .1950. The 
author has also used hcie an \miy Service Force's Control Manual, Work Measure- 
ment, October, 1945, and another booklet of the U.S. Bureau of the Budget, Tech- 
niques for the Dcvelopinent of a Work Measurement System, March, 1950. 
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ing the same kind of work, the production rate of one ofEce may be 
compared with that of another. The best production rate may then be 
used as a standard, and an inquiry begun to find out why other field 
offices are not realizing this standard production rate. Or, as was done 
for a number of operations in the Army during World War II, the 
standard may not be the record of the best field office, but the record 
of the field oflSce which stood at the first (juartile in a rank order of 
work performance. In other words, the lowest three-quarters of the 
field offices in production rate were asked to equal the record of the 
field office which stood last in the first quarter of all field offices. If 
a still lower standard had been desired, management might have se- 
lected the average or the median of all field offices. But in order to 
provide a real incentive target for production rates, the performance 
of the office standing last in the upper quartile was selected as the 
standard. 

Where different field offices do not exist to use as a comparison of 
performance, production rates may be analyzed over a period of time, 
such as every three or six months. Over a period of several years, man- 
agement then knows the trend which is occurring in the production 
rate of a given operation and may inquire whether the performance 
at any one time is satisfactory in terms of past experience. Indeed, a 
standard can be fixed on the basis of a time series as well on the 
basis of current performance of different offices. 

Data about production rates and a comparison of rates with stand- 
ards may be used by managemc!it in a variety of ways. As we have 
suggested, managcmcjit may use such data to provide operating super- 
visors with an objective guide to what will be considered satislaclory 
performance. It may be used also as the basis for starting an intpiiry 
into the circumstances whicli have resulted in low production rates 
in a particular field office at a particular time. Infonnation about pro- 
duction rates does not tell an administrator ivhat is wrong; it only 
suggests that something is wrong. Further inquiry is necessary in order 
to determine the cause of unsatisfactory operation. 

Work measurement data may be used by management to adjust 
work loads among offices. Ordinarily, the steadier the work load over 
a period of time and the heavier the load in terms of full utilization 
of personnel, the higher will be the production rate. Work measure- 
ment can be used to estimate personnel needs in order to handle a 
fluctuating work load, and so is indispensable in budgeting. Indeed, 

Tlie mathematics of work measurement can become quite formidable. Cf., for 
example, Adam Abruzzi, Work Measurement (New York: Columbia University 
Press, 1952). 
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the so-called "program” or "performance” budget is impossible with- 
out data on work load and input requirements. 

It is difficult to understand today how management could fulfill its 
responsibilities without some form or degree of work measurement in- 
formation to guide its planning, its budgeting, and its efforts at man- 
agement improvement. 

The Operation of a Management Improvement Program 

In one sense, management improvement is an essential part of budg- 
eting since increasing productivity permits increased service or some 
economy in the requirements for personnel and other operating re- 
sources. In still a broader sense, however, a management improvement 
program means primarily an alert and sensitive management continu- 
ally concerned to improve its activities. Whenever an administrator and 
his staff become convinced that everything is perfect in their partic- 
ular administrative agency, one can be fairly sure that a period of 
stagnation has begun to set in. Management needs to strive constantly 
to do all administrative work better. 

Today, how(*vc‘r, the ()])eration of the particular techniques or tools 
of management improvement which ha\'e been outlined in this chap- 
ter requires specific personnel. Many administrative agencies hav e cre- 
ated their own management iinprovcment staffs in order to direct this 
activity on a continuing basis. In the Federal government the Bureau 
of the Budget since 1939 has given continuing attention to piomotmg 
the establishment of such department staffs. This Bureau has carried 
on an extensiv/e promotional and training program to encourage depart- 
mental and bureau use of management improvement techniques. 

Toward this end, the Ft deral Bureau of the Budget has published a 
whole series of management bulletins beginning with a pamphlet for 
self-appraisal of the need tor a i;..inag('inent improvemc'nt progiam. 
This initial effort was follo\vx‘d by tlie publication of bulletins on such 
subjects as budget jireparation, fiscal records and controls, property^ 
records and contrf)ls, a Federal inventory control system, records man- 
agc'inent, process charting, work simplicati^m, and work measurement. 
In addition, the Bureau of the Budget organized training conferences 
to instruct departmental staffs in tlu use of management improvement 
techniques.’*^ Moreov er, the Bureau of the Budg(‘t has itself provided 
management improvem^ait services to various departments and agen- 

Sec' Virginia L. Fisher, “Conference Traimiig m Federal Budgeting,” Public 
Administration Pemew, vol. 9 (Autumn, 1949), p. 265. See also Harry H. Fite, 
“Training Supervisors in Management Analysis,” Public Personnel Review, vol. 6 
(April, 1945), p. 92. 
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des upon request. Similarly, department stafiFs have assisted bureau 
chiefs or, upon direction of the department head, may inquire into 
specific operating problems. Because of the limited personnel avail- 
able for such work, it generally seems necessary to limit the full-time 
management improvement staff of a government agency to the depart- 
ment level. From such a point they may work with operating heads 
as requested or as desired by the department head. 

Government agencies may also make use of private consulting firms 
offering management improvement services. Many government bodies, 
national, state, and local, have periodically contracted with some pri- 
vate firm to make management improvement studies. The outside con- 
sulting firm has several advantages. A well-knovsm and reputable firm 
brings specialized knowledge and techniques to bear upon a problem 
area. The outside specialist has an objective point of view' about the 
practices and personalities of an agency. But the consulting firm has 
disadvantages as well. The outside investigator may have some dif- 
ficulty in building up the necessary confidence and cooperation of 
agency officials. The investigator also may oversimplify the situations 
he analyzes, not having time to discover the full complexity of the 
procedures presently employed. Moreover, the outside firm departs 
when its work of investigation is done, and so assumes lio responsi- 
bility for actual installation of recommended improveinentak 

From time to time a chief executive or a legislature may desire to 
have a management study made of selected or general administrative 
activities. This was done in 1948-1949 by the Federal government un- 
der the auspices of the ‘‘Hoover” Commission on Organization of the 
Executive Branch of the Government. Another inquiry was authorized 
by Congress in 1953 under a new Hoover Commission. One of the 
most extensive studies undertaken in recent years at the municipal 
level was that set up under the auspices of the Mayor's Committee 
on Management Survey for the City of New York from 1950 to 1952. 
The same advantages and disadvantages involved in the use of the 
private outside consulting firm arise in the ox^eration of these execu- 
tive and legislative commissions. 

Lasting results in management improvement appear to be most cer- 
tain when the management of administrative agencies is itself actively 
interested in economy and increased productivity. Employee interest 
in the same ends might be more actively cultivated, with resulting 
gains in improved employee morale. But wherever the stimulus may 
be found, in outside investigation or in internal self-assessment, man- 
agement in the public service is tending to give increased attention to 
the effective performance of tlie public service. 



CHAPTER 12 Essentials of Personnel Policy 


Orj^aiiization striiclure may provide the framework for administrative 
activities and budgets may fix the resources to be expended, but it 
takes jieoplc to do the work. A third common operating problem for 
management is personnel, is recruiting and retaining the individual 
persons who are the vital element of all administration. 

Pcrsonnc'l policy in the public service is fixed in outline by legisla- 
tion and by direction of a chief executive. The task of management is 
to operate within this framework in such a way as to jiromote effec- 
tive administrative performance. Managements personnel discretion is 
not so broad as that whic'h management in private enterprise usually 
(Ml joys. Y(’t much can be accoiujilished within these limits. In addi- 
tion, manage] nent nuw induence the personnel policy set forth in leg- 
islative enactment and in executive pronouncement. 

because the fundamentals of personnel policy within which manage- 
ment must o])eratc are : > determinative of administrative achiev'e- 
ment, it is necessary to begin with ihcsc. Matters primarily of per- 
sonnel techni([ue and procedure will be discussed in the following 
ehaj'iter. Here we are concerned with observing the basic issues of 
personnel practice in the public service and with noticing the inter- 
action of h'gislature, executive, and management. Moreover, we must 
understand at the outset that few aspects of administration have ex- 
cited more continuing political attention m our country than person- 
nel operations. There have been peculiarities in our structure of gov- 
ernment and in our culture which have aroused this interest and af- 
h cted our personnel practice. For example, our country developed out 
of a wilderness in which physical prowess and determination largely 
fixed a man’s place in society^ Feudal ideas of status did not long 
survive in the United States. It was natural for us to belie^^e that 
there were only a few differences among men and that almost any- 
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one was competent to man the public service of our nation. This sort 
of attitude has continued to our own day. In order to grasp the prob- 
lems of personnel management, one must have a deep understanding 
of American politics and culture as well. 

Appointment by Political Preference or Individual Fitness 

The first basic issue in personnel policy is whether persons shall be 
appointed to administrative office on the basis of political preference 
or individual fitia^ss. To be sure, on occasion the two qualifications 
may be combined, and sometimes a workable compromise is achieved 
in selecting persons for service. But essentially tlie choice is between 
the two extremes just mentioned. 

The C^onstitution of the United States when it went into effect in 
1789 contained two provisions about appointment to administrative 
positions under the new government. Article II, Sec. 2 provided that 
the President “shall nominate, and by and with the advice and con- 
sent of the Senate, shall api)oint ambassadors, other public ministers 
and consuls, . . . and all other officers of the Unitc'd States, whose 
appointments are not herein otherwise provided for, and which shall 
be established by law.'’ The same section and clause went oii to 
specify, ljowe\(*r, tliat “the Congress may by law vest the appointmeiit 
of such inferior officeis, as they think ]:)ropcr, in the President aloiu\ 
in the courts of law, or in the heads of departments." As a result thcae 
are two formal methods of appointing persons to administrative ])Osi- 
tions: (1) appointment by the Pre.sidcnt, by and with the advice and 
consent of the Senale, and (2) appointment by the President or a 
department or agency head. The choice between these two nit'thods 
is made by Congress, which either speeifies paiticular ])osillons by law 
or authorizes an administiative agency to hire necessary employees 
within the limits of available appropriations. 

Appointments by the* President, with the approval of the Senate, 
extend to a wide variety of administrative positions. These are as fol- 
lows, with the iiumb('rs an ai)proxinialion only; ^ 


DepartnKMit heads, agency heads, members of boards 200 

Unit(*d States attonuys and marshals 190 

Collectors of Customs (also comptrollers and surveyors) 50 

Ambassadors and ministers (including UN representatives) 75 

U.S. Foreign Service*. . . 950 

Postmasters (first, second, and third class) ... 22,000 

Public Health Service 1,325 


^ All bat the figures on the postmasters and the Armed Forces have been cal- 
culated from Positions Not under the Civil Service, 83d Cong., 1st sess., S. Doc. 18. 
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General and flag officers. Armed Forces 3,000 

Regular officers, Armed Forces 30,000 

Coast and Geodetic Survey 120 

United States Mints 8 

Bureau chiefs 48 

Miscellaneous . . 20 


Many of these appointments are in fact based upon a system of in- 
dividual fitness rather than of political preference. For instance, all 
military officers are so appointed. The same is true of members of the 
Foreign Service, the Public Health Service, and the Coast and Geo- 
detic Survey. In all these instances Congress has provided for ap- 
pointment by the President with the approval of the Senate but has 
then set up a personnel system based upon merit by which the Pres- 
ident makes the initial selection. In addition, some of the bureau-chieT 
positions have been actually appointed on the basis of fibjess too. 
During his second four years as President, Wilson directed that open 
competitive examinations be given for the appointment ol all first-, 
second-, and third-class postmasters. President Harding retained the 
examination but had three names instead of the liighrst submitted to 
him for consideration. This aj:)peared to open the way for political 
selection once more, fn 1936 President Roosevelt w^ent back to the 
Wilson system of considering onlv the top person in an examination. 
An act approved June 25, 1938, reintroduced die practice of certify- 
ing three cligibles for appointment. How^ this system might be modi- 
fied by the Eisenhower administration was uncertain in the spring of 
1954. 

Thus, of approximately 25,000 civilian positions filled by the Pres- 
ident w'ith the consent Oi the Senate, some 22,000 w^ere postmaster 
positi(ms. These jobs have been a political matter throughout our his- 
tory. Of the remaining 3,000 civih.m positions, over 2,000 were filled 
by formal merit requirements. Oniy about 600 jubs appointed by the 
President with senatorial consent could be regardc*d as strictly polit- 
ical in terms of the basis of appointment. 

In addition to these pc^sitions there are also all the administrative 
positions subject to appointment by the Prcsidtuit (mostly in the Ex- 
ecutive Office of the President) and hv’ department and agency heads. 
Obviously this categoiy includes most positions, some 2U million per- 
sons in the Federal ser\ice. As of January, 1952, the Civil Service 
Commission estimated that of some 2.3 million workers, only 140,000 
were exempted from civil scr\dce requirements.- This was about 6 per 

Facts about Governmeut Work and Workers, U.S. Civil Service Commission, 
Federal Personnel Council, April, 1952, p. 1. The actual figure shown is 164,000, 
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cent of the total. Included here, however, were a considerable num- 
ber of employees working for agencies with their own merit provi- 
sions set up by law to operate outside civil service proper. For ex- 
ample, the Tennessee Valley Authority, the Atomic Energy Commis- 
sion, the Federal Bureau of Investigation, and the Department of 
Health and Surgeiy in the Veterans Administration had their own 
personnel systems based upon personal fitness. The number of em- 
ployees so involved came to nearly 40,000. Approximately 4,000 posi- 
tions were subject to appointment by the President without Senate 
approval. This left 96,000 positions exempted by statute (such as legal 
positions in the government) and by order. Thus the Civil Service 
Commission has listed some positions as coming under Schedules A 
and B— positions of a "^confidential or policy determining character” 
and positions deemed impracticable to fill through competitive exam^ 
ination. Such positions are filled at the discretion of the departmtmt 
or ageiicy heiad. 

In general, these figures indicate that the great bulk of administra- 
tive positions in the Federal government had by 1953 been brought 
under provisions for appointrntmt according to personal fitness for the 
job. Among the states, 19 had general civil service ])rograins applying 
to nearly all departments and agencies, while in the others formal pro- 
grams had been set for certain gioups of einjiloyces. prinArily those 
paid in part from Federal grants-in-aid. lint i?i over half of the states 
many administrative employees were hired without any formal requirc^- 
ments, or machinery, (Enforcing fitness as a qualification.'* Of 1,181 cities 
having over 10,000 population, 780 reported that they had some kind 
of civil servic'X? system in 1951. In only 402 cities did the systc^m cover 
virtually all employees. In most of the others it applied primarily to 
selection of police and firemen.*^ 

There are two fundamental issues which must be answered in con- 
sidering the (question of the extent to which administrative employees 
of government should be appointed according to political preference 
or personal fitness. Political appointincait by a chief executive or by 
a department head is desirable and necessary to the extent required 
in order to provide political direction to the public service. The first 
issue, then, is just how much of an agency should be subject to polit- 
ical selection. The second issue is the extemt to which political ap- 

1)11 1 the aiitlior has nducod this by the estimat'd 24,000 subject to appointment 
by tlie President with ap]iroval oJ the Senate. 

TJui Hook of the States, 1950-1951 (Cliieago: Council of State Governments, 
1950), p. J92. 

^Clarence E. Ridley and Oiin F. Nolting, eds.. The Municipal Year Book 1952 
(Chicago; International City Manugers Association, 1952), p. 131. 
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pointment shall be utilized by chief executives and department heads 
as a tool of legislative influence. Neither question has by any means 
received the careful thought it deserves. 

In the past most administrative thinking by those interested in im- 
proving the management of government services has concentrated upon 
covering as many employees as possible under civil service require- 
ments. It was just assumed that there never could be too much civil 
service. The Pendleton Act of Jan. 16, 1883, left it to the President 
U) decide what positions were to be filled under civil service require- 
ments. By 1940 it has been estimated that two-thirds of all adminis- 
trative positions came under civil service regulations, and by 1952, as 
we have mentioned, only a very small number of posts remained out- 
side some form of selection by personal fitness. 

Yet at the same time it has been generally agreed that the merit 
system or career service (for the moment we shall use the two terms 
synonymously) should fall short of a few positions. In 1935 the Com- 
mission of Inquiry on Public Service Personnel recommended: ‘The 
career service should extend to all the nonpolitical top positions in- 
cluding many posts not now covered by civil service in most jurisdic- 
tions.’* ^ But the commission did not endeavor to define just what this 
meant, except to advocate a “definite position of Permanent Under 
Secretary’' to be rcgardc^l in each department as a part of the career 
service. In 1937 the President's Committee on Administrative Manage- 
ment declared: “The merit system should be extended upward, out- 
ward, and downward to include all positions in the pAccutive Branc'h 
of the Government except those which are policy-determining in char- 
acter.” The Committee ^voifld have left it to the President to deter- 
mine wliat were the “highest positions” found to be policy-determin- 
ing in charac'ter.^ Twelve years later the Hoover Commission asserted: 
“Top policy-making officials must and .should be appointed by the Pres- 
ident.” ® But again the Commission did not specify just what positions 
these should be. 

The problem of deciding ju.st what is a top-policy position in man- 
agement is not a simple matter. Schedules \ and B of the Civil Serv- 

Coniiiiission of Iiiquir>^ on Public Sc. i. e Personnel, Better Government Per- 
sonnel (New York: McGraw-Hill, 1935), p. 5. 

® Prc.sidcnl's Committee on Achnini^tialivc Management. Administrative Manage- 
ment in the Government of the United Slates (Washington: Govenimeiit Printing 
Office, 1937), p. 7. 

Ibid. 

® Commission on Organization of tlie Executive Branch of the Government, Per- 
sonnel Management, a report to the Congress, February, 1949 (Washington: Gov- 
ernment Printing Office, 1949), p. 7. 
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ice Rules have exempted practically all the employees in the White 
House Office itself, plus a few top positions and secretarial posts in 
the agencies which make up the Executive Office of the President. In 
other departments and agencies a number of posts of two general 
types were exempt— posts as policy adviser and posts as personal sec- 
retary to a department head. 

By Executive Order 10440 on Mar. 31, 1953, Pre\sident Eisenhower 
created a new Schedule C on which were to be placed various "po- 
sitions of a confidential or policy determining character’' as recom- 
mended by department and agency heads themselves. How extensive 
this new schedule will be remains to be seen. Schedules A and B were 
now to be confined to positions for which it was not practicable to 
hold competitive examinations. 

Tn determining how extensive the political positions of administra- 
tion should be, two different kinds of posts are involved. The first are 
the various places which make up the top-management staff in the 
office of a department head. Obviously the department head himself, 
the undersecretary, and the assistant secretaries will be j)olitiea] ap- 
pointees, selected by the Chief Executive with the consent of the Sen- 
ate. The question is wliether all their associates in the departmc‘]ital 
staff should be political selections of the department head. I'he au- 
thor’s personal belief is that they should not. 71ie Ifoovef C Commis- 
sion in 1949 recommended that "generally” there should be an admin- 
istrative as.sistant sc'cretary in each department "who might b(' ap- 
pointed solely for administrative duties of a housekeeping and man- 
agement nature who would give continuity in top management.” The 
Commission went on to say that these officials should be appoinh'd 
from the career service, 

What this means in effect is this. At the departmental lev(4, in what 
is known as “the Office of Sccretar\',” there would be thief* groups of 
appointees. There would be first those named by the President, with 
the consent of the Senate; the secretary, the undtTsecretary, and the 
assistant secretaries. Second, there would be all the policy advisers 
and personal assistants, including xorivate secrelarics, stenographers, 
and chauffeurs, to the number p(*rmitted by the appropriation for 
this purpose. These individuals should be appointed by the depart- 
ment head and exempt from any merit or civil service provision. The 
office of the departmental solicitor or legal adviser would be; included 
here. In the third place, there would be an administrative assistant 

® Commission on Organization of the Executive Branch of the Government, 
General Management of the Executive Branch, a report to the Congress, February, 
1949 (Washington: Govt^nment Printing Office, 1949), pp. 37-38. 
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secretary, with a group of persons handling budget and finance, per- 
sonnel, management improvement, and internal services. All the mem- 
bers of this staff would be career employees, appointed according to 
civil service restrictions. 

To be sure, an administrative assistant secretary may play an im- 
portant role in department policy making. Certainly a dt‘partment 
head would be well advised to consult him frequently. Bnt suppose 
the department head found he could not work well with his admin- 
istrative assistant secretary and jKcferred another person for the post. 
It might be desirable to permit a transfer under such circumstances, 
but it would still seem essential to x>reserve the post itself as a career 
position. In no other way is it possible to build continuity into top 
management and at the same lime jorovide for top positions to which 
the career emj^loyee may aspire. 

Other than the tox^-managemciit positions of a department, the kind 
of post involved in this issue of adequate political direction for the 
public serxice is tijat ot burf*au chief. This is the second rung in the 
management ladder. In the Fedeial service with its present size, these 
X:)Ositions entail very broad responsibilit)'. Should these post be filled 
on the basis of political pielcrencc or personal fitness? It is the au- 
thor’s bclud that all such positions ought to be filled on the basis of 
])ersonal fitness; in otluT words, they should l)e appoiiited by depart- 
ment heads according to merit x^nnisions. Atiain tlic only safeguard 
which seems necessary is to x^<^nnit a department head when he so 
desires to transfer a bureau chief to other work in the department, 
XX'rliaps with the same lev(*l of salary as picviously received. 

In practice most bureau ehiufs in the Fedca al departments have been 
selected for personal fitiK\'>s, regardless of wlK'ther thc^x^ were ax3X'>ointed 
by the President with Senate ax^proval, b> ihe President alone, or by 
the department head.^^ In the executive departments other than that 
of Defense, about half of the bureaus in 195o had chiefs who had 
been appoiiii'^’d under merit x^rovisions. B(*eaiise so man).’ of the others 
were actually selected more or less on the basis of personal fitness, 
there was little disx^osition by department heads, the President, or leg- 
islators to change the situation. What was left to aecomx^lish on some 
future occasion was a standard riiu *'r x^rovisioii affecting tlie position 
of l^ureau chiefs. 

There is another reason for arguing that buieau chiefs should be 
selected on the basis of merit rather than that of x^olitical activity. 
The post of bureau chi^ f is the one to which the xxofessionally edu- 

Cf. Arthur W. Macinalu)!! and John D. Millett, Federal Administrators (New 
York: Columbia University Press, 1939). 
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cated specialist should be encouraged to aspire. If individuals of high 
competence are to be recruited for the public service, they must be 
able to develop careers which may take the best to the highest rung 
of professional service. This rung in government service must be the 
bureau-chief position. A post of assistant bureau chief or of division 
chief is not enough. The ])osition of burc^au chief itself must be open. 
If it is not, those persons will come into iuiblic service who are seek- 
ing primarily job security and minimum responsibilities rather than a 
career. 

A public service whose personnel policy is to appoint all top posi- 
tions, including bureau-chief positions, according to a test of political 
allegiance or service may be politically loyal but considerably short 
on effective performance of complicated tasks. This truth is still to be 
observed or to be verified for many political leaders and others. 

Occasionally legislators and others have suggested that the line of 
demarcation between policy officials and other officials should be de- 
termined upon the basis of compensation. This is entirely unreason- 
able. If bureau chiefs and administrative assistant secretaries with their 
staffs are to be appointed on a merit basis, they should receive com- 
pensation near the top available in the public service. To identify po- 
litical positions with salary would be to close off merit appointment 
from all high salary positions. ^ 

Apart from concern that a sufficient number of positions be avail- 
able in the departmental management to ensure political direction of 
the iDublic service, an additional factor has been that of executive- 
legislative relations. As political parties emerged in the United States 
and as Presidents sought to exercise leadershix) in the govern- 

ment, the spoils sy.stem dcx clopcd as an important pawn. In the Amer- 
ican system of governmcnl, with its division of power between execu- 
tive and legislalix'c branches, political leadership has been difficult to 
institutionalize. Certainly there is no arrangement for political leadeT- 
ship in the American system comx>arable to that of cabinet govern- 
ment in the British system. Executive leadership in the United States 
has had to rest upon such devices as were at hand, and one of these 
has been the appointive power. 

In addition, since they shared the ax^pointive power with the Pres- 
ident, and thanks to the practice of senatorial courtesy, senators in- 
dividually have been able, in fact, to select many appointees them- 
selves. Many positions in the x^ublic service have been used as a re- 
ward for party service in local and state political organizations. In 
the administrative agencies the chief positions which have been sub- 
ject to executive-legislative bargaining have been those of the first-. 
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second-, and third-class postmasters (some 22,000), United States at- 
torneys and marshals, collectors of customs, ambassadors and min- 
isters, a few biireau-chiefships, and until 1952 collectors of internal 
revenue. The total number of such positions has not been numerous 
except in the Post Office Department. Even there, some 22,000 post- 
masters is a relatively small number when compared with some 500,- 
000 persons who make up the department as a whole. 

Today there is some disagreement among students of government 
about the importance which patronage actually plays in executive- 
legislative relationships. There are some who believe that patronage 
is still important, limiled though it may be under present circum- 
stances. There are others who believe, however, that patronage is rel- 
atively unimportant. I’here is little tangible evidence upon which to 
base any conclusion in this matter. Tt seems likf'ly, however, that some 
degree of political patronage will remain in the Federal system as a 
kind of incidental factor in facilitating executive-legislative relation- 
ships. 

One other aspect should be noted concerning this subject of polit- 
i(‘al performance versus personal fitness in appointing individuals to 
public service. Effective administration has become a major political 
problem of our time. State and local governments arc hard pressed to 
]:)rovide desired public service within the available tax resources. The 
activities of th(' F(‘d('ral government, esj)ecially in national defense, 
have become so extensi\'e and sc burdensome as to make the most 
efficient possible performance an urgent puldic necessity. Under these 
circumstances, chief executives may be clcxted as much iii)on the basis 
of or expexted performance in empliasizing administrative effi- 
ciency as for any other reason. This has meant that even in appoint- 
ments dictated by reason of common political point of view, chief 
executives have sought incrcasiii ,,Iy to select men of demonstrated ad- 
ministrative capacity. 1 his trend is likcK to continue rather than to 
suljsid(‘ in the years ahead. Even appointments for political reasons 
will increa.^ingly emphasize personal fitness. 

FolitU'dl Ncufrahitj 

The development of personnci lection based upon individual fit- 
ness has raised its own peculiar concerns. One of these is the matter 
of political neutralitv. In the zeal which the early civil service enthu- 
siasts brought to their cause, the only important matter was a means 
for blocking the exp1c>itation of public eiTiplc.yees for political pur- 
poses. The Pendleton Vet of the Federal government expressed the 
sentiment of the day when it specified that civil service rules were to 
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provide “that no person in the public service is for that reason under 
any obligations to contribute to any political fund, or to render any 
political service, and that he will not be removed or otherwise prej- 
udiced for refusing to do so.” Protection from political assessments, 
from the necessity to campaign for a particular candidate for elective 
office, from c-lubhousc duties, and from political intrigue in obtaining 
promotion— these were the original goals of political neutrality in the 
United States public service. 

A new and different aspect of the subject appeared in the 1930's 
with the great growth in the number of Federal govcruincnt em- 
ployees. Suddenly it became evident that the Federal bureaucracy 
might be used to alter the structure and functioning of party organ- 
ization in the United States. A i)opular and dynamic President, with 
the civil service as a base, might try to build a national party ma- 
chine which could challenge the local base of party structure and di- 
rectly affect the selection of party candidates in the lo(‘al primaries. 
This potentiality was observed in the Congressional elections of 1938 
when it appearc'd that President Roosevelt, through th(J machinery of 
the WPA (the Work Projects Administration) was seeking to ensure 
the local nomination of candidates deemed friendly to his policies. 
The answer to this chalk^nge wais the so-called "first llatch^Act” of 
Aug. 2, 1939, which prohibited officers and employees in the execu- 
tive branch from using official authority or influence for the purpose 
of interfering with or affecting the results of an election. 

The Flalch Act specified a series of political activities which were 
piohibitcd, such as s(‘Tving on a political committee, serving as officer 
of a political club or being active in club affairs, seiving to help or- 
ganize political rallies, soliciting political contributions, soliciting po- 
litical support lor a party faction or candidate', lu'lping to get out the 
vote on election day, serving as an election officer, publishing a par- 
tisan newspaper or waiting on behalf of a political party or candidate', 
distributing campaign literature, initiating or circulating nominating 
petitions, and assuming any role of political leadership. The Hatch 
Act did reserve to the Federal administrative ('inploy^cf' the right to 
vote, the right to express political opinions (although apparently no^ 
the right to expicss these opinions in writing for publication if th('y 
favor a particular candidate), and the right to contribute voluntarily 
to party organization. The provisions of the Hatch Act w'ere extended 
to all state employees partly paid from Federal funds by the second 
Hatch Act of July 19, 1940. The Civil Service Commission was given 
the responsibility for enforcing these prohibitions; the penalty for vi- 
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olation was dismissal from the public service. The only administra- 
tive officials exempt from these restrictions are Federal department 
and agency heads, undersecretaries, and assistant secretaries. In other 
words, the fact that an administrative official, such as a United States 
district attorney or marshal or a postmaster, is appointed by the Pres- 
ident with the approval of the Senate does not relieve him from the 
requirements of the Hatch Act. 

The Hatch Act presented the question whether it had not placed 
such severe restrictions upon political activity of the public employee 
as to interfere seriously and unconstitutionally with his rights as a 
citizen. The Pendleton Act protected the employee from demands by 
political superiors that he engage in political activity; the Hatch Act 
prohibited the employee from engaging in political activity on his 
own volition. The charge was made that this limitation in effect made 
second-class citizens out of administrative employees. The matter was 
considered by the United Stales Supreme Court in two cases, one in- 
volving a Federal emplovce and the other a member of the Oklahoma 
state highway commission who became chairman of the Democratic 
state central committee. A divided court held that it was quite within 
the constitutional authority of C'ongrcss to place such restrictions upon 
the Federal employee, and argued further that if Oklahoma disliked 
the restriction it could avoid it by simply refusing to accept Federal 
funds lor highway construction. 

The basic issue today in this matter of political neutrality, however, 
is the positive obligation it places upon the public emplovee chosen 
for his ]:)ersonal fitness for the job. That positive obligation is to serve 
faithfully and well the political administration elected by the \oters. 
We have tended to give too little attention to this subject in our con- 
cern for checking the spoils system and more recently for limiting the 
political power of the President. Political neutrality means more than 
either of these. If persons are to be selected for administrative posi- 
tions on the V^asis of individual merit, they assume a concomitant re- 
sponsibility. They have the responsibility to bear ‘'true faith and alle- 
giance” to the democratic institutions of our nation. One evidence of 
that responsibility is faithful performance of the tasks set by the po- 
litical lead(Ts duly elected by the voters to head our Federal, state, 
and local units of government. 

Professor Carpenter has summed up the issue in these terms: 

United Public Workers v. Mitchell, 330 U.S. 75 (1947) and Oklahoma u. 
UnUed States Civil Service Commission^ 330 U.S. 127 (1947). 

William Seal CarpeiitcT, The Unfinished Business of Civil Service Reform 
(Princeton, N.J.: Princeton University Press, 1952), xip. 51-52. 
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What the modem reformer must undertake is nothing less than the recon- 
ciliation of the principle of merit and fitness for appointment and promotion 
in the civil service with the requirement that tlie chief executive shall at all 
times be able to control the amount and quality of the administration for 
which he is by law responsible. In other words, the chief executive at federal, 
state, and local levels must be enabled to utilize the personnel under the merit 
system to the best advantage to accomplish the efficient purposes of govern- 
ment. 

It may have seemed smart politics to President John Adams in 1801 
to pack the executive branch with 'midnight appointees,'* but it was 
a grave disservice to American government and future efforts to build 
a merit system. The act appeared not so much to place the loyal fol- 
lowers of a defeated party in government positions as to sabotage 
future executive leadership and to undermine administrative loyalty. 
Thomas Jefferson and subsequent chief executives down to Dwight 
Eisenhower have been concerned about the kind of administrative sup- 
port they would receive from employees selected under previous Pres- 
idents. 

The answer to the problem of political neutrality is not simply to 
kick the rascals out and to appoint all new administrative employees. 
Today such action would only guaraiffee the almost complete collapse 
of public service. The answer rather is to build a tradition of polit- 
ical neutralit)^ in the American public service which positively obli- 
gates the career employee loyally to serve different political masters. 
This kind of tradition has already been achieved in large measure in 
the Armed Forces of the United States. Management in the civilian 
agencies needs to take every possible action to cultivate a similar 
tradition among the great body of administrative personnel. 

National Loyalty 

Recent years have introduced still another problem in personnel 
management, the problem of national loyalty. Although the question 
has risen at other times in American history, it is only in recent times 
that we as a nation have had to be concerned especially about the 
loyalty of public employees to the c'ouiitry they serve. To the shock 
and disgust of most persons, we have learned in recent years that a 
few employees holding important administralive x^ositions placed an 
attachment for the cause of international communism in general and 
of Russian communism in particular above their duties as American 
citizens. This experience posed the question: How can government 
ensure that its administrative employees will loyally and faithfully 
serve the nation they have undertaken to work for? 
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The Hatch Act of Aug. 2, 1939, was a first legislative step to meet 
the problem. It provided that it should be unlawful for any person 
'employed in any capacity by any agency of the Federal govern- 
ment” to belong to any political party or organization which advo- 
cates the overthrow of our constitutional form of government in the 
United States. Then in 1940 Congress began to add a provision in 
appropriation laws prohibiting any salaiy payment to an employee 
“who advocates, or is a member of an organization that advocates the 
overthrow of the Government of the United States.” This was enforced 
by the simple practice of requiring an affidavit from each employee 
that he did not belong to such an organization. In addition, the Civil 
Service Commission began to make certification of new employees sub- 
ject to investigation whenever there was any reason to do so. A loyalty 
board was set up to review any adverse findings. A major difficulty 
in carrying out this program was inability to recruit a competent in- 
vestigative staff.^'^ Tn a few instances Congress endeavored to accom- 
plish its purpose by denying funds to pay named individuals, but this 
was declared an unconstitutional exercise of legislative power.^^ 

On Mar, 21, 1947, President Truman by Executive Order 9835 cre- 
ated a loyalty review program in the Federal government. This order 
required the Civil Service Commission to conduct a lox alty investiga- 
tion of every person before he entered employment. The head of each 
department was given responsibility for a program to “assure that dis- 
loyal civilian officers or cini^loyces are not retained in employment.” 
Each department or agency was required to set up a loyalty board 
to hear adverse findings against any employee and to advise the de- 
partment head on disposition of any such case. In turn, the Civil 
Service Commission was directed to establish a loyally review board 
to hear appeals from departmental and agency boards. The order set 
forth that the standard for removal or refusal of employment “shall 
be that, on all the evidence, reasonable grounds exist for belief that 
the person involved is disloyal to the Government of the United 
States.” The activities to be considered in this connection included 
sabotage or espionage and knowingly associating with spies or sabo- 
teurs, treason or sedition or their advocacy, advocacy of revolution or 
force to overtlu'ow the government of the United States, unauthor- 
ized disclosure of documents or information of a confidential nature 
“under circumstances which may indicate disloyalty to the United 

Sec Gladys M. Kairimerer, Impact of War on Federal Personnel Administration 
1939-1945 (Lexington: University of Kentucky Press, 1951), pp. 119#. 

United States v. Lovett, 328 U.S. 303 (1945). 
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States,” and membership in or sympathetic association with a foreign 
or domestic organization designated by the Attorney General as totali- 
tarian, fascist, Communist, or subversive. 

This order inaugurated a new endeavor by administrative oflBccrs to 
identify and remove employees against whom there was reasonable 
grounds for suspecting disloyalty to the United States. It seems quite 
clear tliat there weTC employees who had been guilty of espionage 
and who had placed the interests of Russia ahead of those ol the 
United States. But in many quarters there was a fear that the “new 
loyalty,” as it was termed by Henry Steele Commager, would be ab- 
ject conformity. There was a fear that an advocacy of some unpop- 
ular position, from a concern for the treatmen®^ of racial and religious 
minorities to a b(‘Iief in compulsory health insurance, would be re- 
garded as subversive;.^'* Nor v^re these fears groundless. There were 
instances of arbitrary action by dcqiartmc'iit security officers and of 
accusations based upon very flimsy evidence, such as attending a lec- 
ture by a person commonly known to be a “fellow traveler.” 

E\cn so, there were Congrcssiojial critics and others who felt that 
the Bresident’s Executive Order of 1947 did jiot go far enough, or 
that administrative officials were overly lenient in enforcing it. In 1950 
Congress enacted new legislation conferring the povver of summary 
dismissal from employment of any employee “in the interest of na- 
tional security.”^" This power was conferred only upon spceift(‘d de- 
partment and agency heads— the DepartiiKaits of State, Defense, Com- 
merce, Treasur)', and Justice, and the Atomic' Energy Commission, Na- 
tional Security Resources Board, ard the National Advisory Committee 
for Aeronautics. Certain procedural safeguards were specified. Suspen- 
sion without pay w^as to precede actual termination of enjployjneait. 
To the extent that the interests of national security permitted, an em- 
ployee was to be notified of the reasons for his suspension, and he 
was to be given thirty days to present reasons lor reinstatement. Any 
civil service employc'C of permanent or indefinite appointment was to 
be given a hearing and a review of his case Ix'lore dismissal. In ad- 
dition, on Sept. 23, 1950, Congress passed the In^^ernal Security Act 
over the President’s veto. This legislation recpiiri'd registration of Com- 

i*’’ For a divscussion of the broad issues of lo>'alty see John C. Wahlke, ed.. 
Loyalty in a Democratic State (Boslon: Heath, J952), one ol the booklets in the 
series “Problems ol American Chilizalion/' readings sc^It^eU'd by the Dejiarlment 
of Anieri('an Studies, Amherst College. 

\Valt(T Gellliorri, Scaintij, Loyalty, and Science (Itliaca, N.Y.: Cornell Uni- 
versity Press, 1950); Eleanor Bountecou, The Federal Loyalty -security Program 
(Illiaca, N.Y.: Cornell University Press, 1953). 

Public Law 733, 81st Cong,, approved Aug. 26, 1950. 
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munist organizations, strengthened the espionage laws, amended the 
immigration and naturalization laws, and provided for detention in a 
national emergency of potential spies and saboteurs. 

On Apr. 23, 1953, President Eisenhower issued Executive Order 
10450 fixing new security regulations for Federal adminisUative agen- 
cies. This order abolished the central loyalty review board and pro- 
vided instead for security hearing boards in each department or agency 
with members from outside the government service. Each department 
and agency head became responsible for an effective program “to in- 
sure that the employment and retention in employment of any civilian 
oflBcer or employee within the department or agency is clearly con- 
sistent with the interests of the national security.’’ The degree of in- 
vestigation o( new emjdoyees was to depend upon the importance of 
the position. For positions labeled “sensitive” new employment was to 
depend upon a “full field investigation.” De£)artmeiit heads were re- 
quired to review the cases of all employees lor whom a full field in- 
vestigation had been conducted since 1947 and to “re-adjudicate” those 
cases not handled in accordance with the new standards. Jn conduct- 
ing investigations, the following standards were set forth: any behavior 
or associations tending to show that an individual was not reliable or 
trustworthy, any deliberate misrepresentations or omissions of material 
facts, any criminal or notoriously disgracf lul conduct, habitual use oi 
intoxicants to exec'ss, drug addiction, treatment lor serious mental or 
neurological disorder without satisfactory evidence of a cure, commis- 
sion of any act of sabotage or treason or conspiring to commit such 
acts, establi.shing or continuing a sympathetic association with a spy 
or saboteur or anarchist or person advocating the ovei throw of the 
government by force or unconstitutional means, advocacy of force or 
violence to o\ ertinow the government or of alteration of the form of 
government l)y unconstitutional means, membership in or sympathetic 
association wiili a forc'ign or domestic organization advocating over- 
throw of the goxernment by iorcc or unconstitutional means, inten- 
tional diselosine of security information to any person, and serving 
the interests of another government. The degree to which any such 
information was to b(' regarded as bar'iog employment was to de- 
pend on the relation of the empfix incut to national security . The i:)ro- 
visions of the Security Act of Aug. 26, 1950, were extended to all 
agencies. 

Loyalty has b()come a major prerequisite for government employ- 
ment, and top management in Federal agencies has been given the 
task of enforcing this requirement. Many states have taken similar 
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action.^® The basic test for American freedom lies in how the require- 
ment is enforced. Professor Sidney Hook has suggested the standard 
of behavior consistent with our democratic postulates in these succinct 
words; ‘‘heresy, yes; conspiracy, no.” Few indeed would quarrel with 
the idea that a person belonging to an international conspiracy against 
the United States is not qualified for public employment. But there is 
a difierence between advocating unpopular causes and engaging in 
conspiracy. The dividing line may be difficult to draw on occasion. 
But it is only by drawing that line that we can remain true to the 
great individualist traditi(ms of America. Management in the public 
service has had to embark upon a sensitive and demanding task. 

Career versus Merit Appoinfinents 

In broad terms there are two somewhat different bases of selecting 
persoiiiicl for government employment. One basis is usually described 
as the “career system,” and the other for lack of a better term we 
shall call the “merit system.” 

In a career system young men and women are recruited for the 
public service at the beginning of their active career with the expec- 
tation that they will have a long continued tenure in the public serv- 
ice. Entrance in the service is restricted to persons under a certain 
age, such as thirty years. There is then an orderly advancement of 
these persons up a recognized promotional ladder so that a ^ew at 
any rate will reach top positions of authority and responsibility. A 
compensation and retirement plan is provided based upon the expec- 
tation of long and secure tenure. Few, if any, persons are permitted 
to enter the ranks of tlie service at the intermediate or higher levels 
without first having entered at the base. Educational and personal 
([ualifications for initial entrance are based upon general ability rather 
than specialized knowledge. Most of the specialized educational needs 
are then met through programs of in-service training and varied job 
experience. 

On the other hand, a iriciit system recruits individuals for the public 
service upon the basis of their educational and experience qualifica- 
tions to fill a specialized type of position. In this system, individuals 
may be appointed at all levels of rank within an organization. Per- 

^^Cf. Walter Gelffiorn, cd., The States and Subversion (Ithaca, N.Y.: Cornell 
University Press, 1952). 

Sidney Hook, Heresy^ Yes^Couspiracy, No! (New York; John Day, 1953). 

Paul T. David has referred to this as “career versus program staffing.” See 
his “The Development and Recruitment of Administrative Leadership in National 
and Intel national Programs,” in Robert A. Walker, ed., Americans Manpower Crisis 
(Chicago; Public Administration Service, 1952), C'lhap. 11. 
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sons are recruited in terms of their capacity and interest in doing a 
particular type of work; they may or may not remain exclusively in 
government employment. Compensation and retirement plans must be 
adapted to the possibility of short-term employment. There may be 
promotions for individuals to higher rank based upon demonstrated 
capacity to handle authority and responsibility with little or no em- 
phasis upon seniority. Or individuals may be brought in from outside 
government to fill toi3 positions upon the basis of thenr demonstrated 
capacity and experience. Individuals recruited in terms of their occu- 
pational qualifications are expected to be devoted primarily to the 
type of work in which they are engaged rather than to a particular 
government agency or to a government caieer. 

Both systems of reemitment and promotion have been used in the 
American public service. Indeed, combinations of the two are also pos- 
sible. In the Federal government there arc a few^ well-known career 
systems. The best knowm is the regular olRcer corps of tlie Army, Navy, 
and Air Force. Perhaps the next best known is the Foreign Service. In 
addition there are the public-health service and one or two others 
which represent career services as defined above. In each of these 
services young men and young women enter at a fairly early age. 
Recruitment to the permanent officer coips of the Armed Forces is 
confined to young men usually under the age of twenty-two years 
who ha\'e just completed their high school e'ducation. They receive 
their general education in a military or naval academy and then begin 
their officer career at the lowest rank. There are nnrneious opportuni- 
ties subsequently for in-.scrvice training and lor educational assign- 
ments to American universities. Promotion is lairly steady, based upon 
a combination of both seniority and performance latings. Only a few 
can hope for eventual i promotion to the ge^ueral (jr flag-olficcr rank, 
but most can expect t've'-ntually to reach the top lank below this level. 

Jn local government, police and fire ser\ices arc usually recruited 
on a career basis. The young men entering the sca’A’ice are expected 
to have a high school education and a high degree of physic al fitness. 
An elaborate in-service training program prepares individuals for the 
special duties of police and fire oi)erations. Piactically everyone be- 
gins at the lowest level and gradually works up to higher ranks in tlie 
service. 

To a considerable degree, howxver, administrative positions of the 
public service arc filled primarily on the basis of o(‘ciipational quali- 
fications. Individuals are appointed as stenographers, bookkeepers, elec- 
tricians, photographers, telephone operators, mechanics, librarians, di- 
etitians, psychologists, statisticians, economists, accountants, personnel 
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officers, budget officers, nurses, engineers, botanists, foresters, zoolo- 
gists, architects, chemists, physicists, and mathematicians, because of 
the individuals’ competence and experience in the particular type of 
work to be done in the public service.^^ 

There are advantages and disadvantages to both the career and 
merit basis of personnel selection. In the career service young people 
are recruited on general ability with a promise that they can have in- 
teresting work for their entire active life. Promotion is to some degree 
assured for all, even though only a few reach the very top. The ave- 
nues and conditions of promotion arc definite. The chief disadvantage 
to this career system is the inherent defect of a closed group. The 
top positions can be filled with persons no better than the basis of 
initial selection and the in-service training and experience provide. A 
career service tends to become ingrown and to resist new ideas. Even 
the incorruptibility of a career service has proved to be less than a 
fact, as recent municipal police and fire scandals have demonstrated. 

In the merit system the individual is responsible for preparing him- 
or herself for government employment. In-service training is reduced 
to a minimum. Individuals may be recruited at low or high levels of 
authority and resi^onsibility. In this w ay ‘‘fresh air” may be introduced 
into the public service at the \cry top positions. The individual may 
have his career in a professional field rather than with a particular 
government or government agency. The disadvantage to the s)istem is 
that the individual feels no obligation to remain in public service and 
the ablest persons may leave to accept more remunerative employ- 
ment in private business or elsewhere. Moreover, there is no clear and 
dtffinite line of promotion, so that some individuals may b(‘eome dis- 
couraged and either leave the service or be content lo spend their 
lives in performing fairly routine work at a low level of individual 
capacity. 

For the most part it appears that recruitment based upon the merit 
system tends to prevail in the United Slates because it most neaily 
fits the prevailing patterns of American culture. Although there are 
a few career services in government, the number does not appear to 
be increasing. Personnel practices generally in government concen- 
trate upon occupational recruitment. The professional base of Amer- 
ic'aii education and of social organi/ation ttaids to encourage the oc- 
cupational rather than the career api^roach in the x)ublie service. Leg- 
islative and public atitudes simjdy reinforce the x:n'evailing x^attern of 
accustomed x^rocedures. 

See U.S. Civil Service ComiiiLssion, Occupations in the Federal Civil Service 
( Wabhingtoii: Guveriirncnt Priuting OlTice, 1949). 
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The major defect in the occupational basis of selection has been its 
failure to provide the talent needed to fill the top executive posts of 
government. It is no exaggeration to speak of the existence of '‘an 
executives’ crisis” in the public service. The demand for key execu- 
tive posts far exceeds the ability of government to recruit necessary 
talcnt.^^ There have been a number of reasons why it has been dif- 
ficult to recruit the needed persons. The factors which discourage ac- 
ceptance of top positions include inadequacy of compensation, inability 
to leave private affairs, insecurity, unwillingness to face public abuse, 
fear of legal reprisal, low esteem of the public service, and discour- 
aging working conditions.-*' But an even more important reason has 
been the failure of personnel management in the public service to 
Identify and develop administrative talent, the failure to provide what 
John J. Corson has termed a “pool of career administrators.” 

The need for top administrative capacity in the public service has 
been pointed out in many different reports. In 1935 a private agency, 
the Commission of Inquiry on Public Service Personnel, recommended 
the creation of an administrative service in government agencies. It 
called attention to the importance of top administrative responsibili- 
ties in the public service and argued that young men and young 
women of outstanding abilit)', upon completion of an advanced gen- 
eral education, should be recruited for such work.-''' 

Although the leport of the President’s Committee on Administrative 
Management in 1937 said nothing specifically about top administrative 
talent, it did recommend an extension of the merit system to top posts. 
It assumed that the public service would be able to recruit the proper 
personnel for these positions. The difficulties of the problem were em- 
phasized, however, in a study prcy)ared tor the President’s Committee.-" 

In 1941 the President s Committee on Co il Service Improvement 
reported that it did not favor the adoption of a specially organized 
administralive corps for which a special type of selection and train- 
ing is proposed.” The President’s Committee did ^'ommeiit that the 
processes of selection, training, and promotion to higher administra- 
tive positions should be made “somewhat more systematized and wide- 

-2 John J. Corson, Executives for the Federal Service (New York: Columbia 
Universi ly Pross, 1 952 ) . 

23 Ibid , Chap. 4. 

^^Ibid., Cliiip. 8. 

23 Commission of Inquiry on Public Service Personnel, op. cit, 

23 Floyd W. Kec\cs and Paul T. David, Personnel Administration in the Federal 
Service, a Study lor the Preisident’s Coniniittce on Administrative Management 
(Washington: Government Printing OiBcc, 1937), pp. 64-G6. 

27 Report of the Presidents Committee on Civil Service Improvement, 77th 
Cong., 1st sess., H. Doc. 118, February, 1941, p 57. 
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spread.” It urged that positions involving administrative duties be care- 
fully identified in each department or agency and that each depart- 
ment keep a current inventory of personnel demonstrating administra- 
tive skill. It urged departments to establish a systematic program for 
identifying and training top administrative talent. The advent of war 
l^revented action at that time. 

After the war the Hoover Commission again acknowledged the ex- 
istence of the problem. And again it was proposed that more time and 
resources be spent in developing a program of identification, promo- 
tion, and transfer of competent personnel."” The task force report made 
to the Hoover Commission declared that there w^as almost a complete 
absence of planned programs for identifying the top positions to be 
filled by promotion from within the service or for developing talent 
to fill top positions. 

Although there has been some argument still in favor of the devel- 
opment of an administrative corps in the public service/^^ it seems 
clear that our society is not suitable for the creation of a counterpart 
to the administrative class of the British scivice.*^^ The problem still 
remains and must be met in some fashion. 

There are two aspects to the x^roblcrn of top administrative per- 
sonnel which should be diflereiitiated. We have suggested already that 
except for an administrative assistant secretary with his immediate 
staff, all the top positions at the department or agency levef should 
be filled by appointment of the politically responsible head. These 
are the positions which in the British civil service are largely occu- 
pied by memb(irs of the administrative class. The political reality of 
our own society suggests that we would never be willing to tolerate 
such a grout). The tradition of “turning the rascals out” is too strong 

Commission on Organization of tlie Executive Branch of tlie Government, 
Personnel Managnmcnt, p. 23. 

Task Force Report on Federal Personnel, Appendix A, prepared for the Com- 
mission on Oiganizalion of the Executive Branch of tlie Government (Washington; 
Government Printing Office!, 1949), pp. 33-36. 

Albe^rt Lepawsky, “The University and the Public Service,” Journal of Legal 
Fducation, vol 2 (Sirring, 1950), p. 253. On this whole subject see especially the 
following volumes: Leonard D. Wliite, Government Career Service (Chicago: 
Unh'ersity of Chicago Press, 1935); Lewis Mcriain, Public Service and Special 
Training (Chicago: University of Chicago Press, 1936); George A. Graham, 
Education for Public Administration (Cliicago: Public Administration Serv'ice, 
1941); and Joseph E. McLean, ed,. The Public Service and University Education 
(Princeton, N.J.: Princeton University Press, 1949). 

See IT. Struve Honsel, “Ways and Means for Recruiting Capable Federal 
Executives,” Public Administration Review, vol. 12 (Spring, 1953), p. 123. See 
also Lewis Meriam, Public Personnel Problems (Washington: Brookings, 1938), 
pp. 314-329. 
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and the concept of political neutrality too little developed. This means 
that the recruitment of top department personnel is a political prob- 
lem for chief executives and for department heads to resolve. Much, 
then, depends upon the extent to which chief executives and depart- 
ment heads are able to persuade competent persons from business, 
from universities, and from other walks of life to serve the govern- 
ment for a limited period of time. In some instances career employees 
of the government may be willing to accept such posts. Mr. Corson 
reported, for example, that as of 1951, 75 per cent of the top positions 
in eight Federal departments and agencies had been filled by individ- 
uals recruited from within the government."" If individuals who have 
made a career of the public service are to fill lop administrative posts, 
however, they must be given some protection in terms of salary and 
of future status in the public service. Thus far we have not been able 
to arrange this. 

Another aspec't of the crisis in top administrative talent has arisen, 
however, from the expansion of government work to meet special 
needs. In the last fifty years there was a great expansion <.)f govern- 
ment service during the period of World War I, during the depres- 
sion period from 1931 to 1939, during the period of World War II, 
and again in the period following the Korean inwision of 1950. When 
government work operations expand because of emergency needs, ad- 
ministrative talent must be recruited wherexcr it can be obtained. 
Only when many nongovernmental agencies are ready and walling to 
permit able employees to serve their country foi a period of time 
without interruption of thedr business and professional career will our 
society be able to meet this particular situation. 

There still remains the continuing necessity within each department 
for top management to establish an executive development x)r()gram. 
Such a program would seek to identify special talent for administra- 
tive work among those recruited for government service on an oc- 
cupational basis. Such talent would be dtwxdoped through in-service 
training programs, varied work assignments, and continuing experi- 
ence wdth increased authority. Only in this way can aiiy sy^'ternatic 
encouragement of administiative talent be rcalizc'd in the public' serv- 
ice. The United States Civil Service Commission in 1952 began to pro- 
mote a carecT development program. Only continued emphasis by 
department management, however, can begin to solve the problem. 


Corson, op. ait., p. 26. 

Harold H. Leich, “The Hoover Commission’s Personnel Recommendations: 
A Progress Report,” American Political Science Reoicu), vol. 47 (March, 1953), 

p. 117. 
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Government as Model Employer 

In so far as working conditions in the public service are concerned, 
the prevailing concept in this country has been that government should 
be a model employer. This attitude was expressed by President Andrew 
Jackson when he established a ten-hour work day for all workers in 
Navy yards; this limit was extended to all mechanics and laborers in 
Federal government employment by President Van Buren. Today it is 
generally expected that in mutters of hours, compensation, security of 
tenure, pensions, safety and health care, and other services govern- 
ment will set standards or will equal the prevailing standards of pri- 
vate employment. 

In so far as compensation is concerned, govxTiiinent experience gen- 
erally has been that pay rates at the entering or at the lower lev^els 
of work tend to be as good or somewhat better than those obtain- 
able outside government. At the top levels of administrative authority, 
government compensation lags far behind the executive pay found in 
large corporations or obtainable from private professional practice. 
Generally, there are two types of compensation arrangement in the 
public service. The first is a statutory pay scale fixed by general or 
special legislation and applicable to clerical, professional, and admin- 
istrative cmplo)ces. In the Federal government, for example, the com- 
pensation of about 1 million of the 2J4 million civilian employees is 
governed by the Classification Act of 1949 (Public LiUw^ 429 of the 
Eighty-first Congress). The iniiiinuim and maximum pay rates for each 
step are shown in the accompanying table. In addition, seqiaratc stat- 
utes fix tlic pay rates for the Foreign Stavicc, lor ]iostal employees, 
and certain others. In the second place, for many workers in military 
aisenaks, deq^ots, proving grounds, xxxsts, and bases, as well as certain 
other employees, local wage boards are autliojizcd to fix comiDensa- 
tion at the “x^revailing rate’' in the locality for skilled, semiskilled, and 
unskilled labor. Similar practices x^rcvail in state and local govern- 
ments. 

Although the toj^ administrative pay, other than that of department 
and agency heads, is fixed at $14,800 in the Federal government, the 
number of emxoloyees who n*ay be assigned to the General Service 
grades 16, 17, and 18 is specified by law. In 1953 just under 1,000 
positions had been authorized for these three grades throughout the 
Federal service. As of 1919 Mr. John f. Corson studied executive 
compensation in 865 corporations. He found that the third highest- 

Ibid. 
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Salary Grades in tiie Federal Government, 1953 


Grade Number 

Range in Compensation 

General Schedule 

GS-] 

$ 2,500-$2,890 

GS-2 

2,750- 3,230 

GS-3 

2,950- 3,430 

GS-4 

3,175- 3,655 

GS-5 

3,410- 4,160 

GS-6 

3,795- 4,545 

GS-7 

4,205- 4,955 

GS-8 

4,620- 5.370 

GS-9 

5,060- 5,810 

GS-10 

5,500- 6,250 

GS-11 

5,940- 6,940 

GS-12 

7,040- 8,040 

GS-13 

8.360- 9,360 

GS-]4 

9,600-10,600 

GS-15 

10,800-11,800 

GS-16 

12,000-12,800 

GS-J7 

13.000-13,800 

GS-18 

$1 1,800 


Crafts, Protective, and C'nstoclial Schedule 


CPC-l 

$I,810-$2J7() 

cpc:-2 

2,420- 2,840 

CPC-3 

2,552- 3,082 

CPC-4 

2,750- 3,230 

cpc:-5 

2,974- 3,454 

CPC-6 

:3,20()- 3,680 

CPC-7 

3,435- 4,035 

CPC-8 

3j4{)_ 4,490 

CPC>-9 

4,150- 4,900 

CPC- 10 

4,565- 5,315 


paid executive in 91 per cent of the c(^rporations recei\ ed over $14,000 
a year, and in 60 per cent of the corporations the salaiy was over 
$28,000 a year.-^"' And these were aiiiiiud salaries exclusive of any 
bonuses or profit-sharini^ arrangements. Obviously, the top adininisti'a- 
tive salary coin])cnsati()ii of the Federal government does not eoiniDete 
with that of the large businesses of the country Although some state 
and local governments have done much better in paying certain of 
their top personnel, such as superintendents of schools and chief en- 


** Corson, op. cit., p. 70. 
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gineers, they likewise do not endeavor to meet these high levels of 
remuneration. 

In spite of the extent and importance of government work in our 
nation today, the attitude prevails that high administrative salaries 
would simply attract political “ne/er-do-wells” rather than top talent. 
Moreover, since only a very few persons in society receive such high 
compensation anyway, legislatures tend to fix salary schedules which 
express a general rather than an extraordinary level of pay. The re- 
sult is that top talent can never expect as much compensation in gov- 
ernment as in private employment in our country. The attractions and 
rewards of the public service for the positions of highest autliority 
and responsibility must be other than money. 

In other respects, such as hours of work, pensions, sick leaves, vaca- 
tion rights, and health benefits, government has in the past tended to 
set higher standards than those prevailing generally in private busi- 
ness and industrial employment. But this difference is diminishing. 
The high degree of unionization in some large industries has resulted 
in many so-called “fringe benefits” being written into collective bar- 
gaining contracts. Also, because of labor shortages industry has volun- 
tarily extended health and group insurance privileges and other serv- 
ices to many employees. In conseciuence, privates employment today 
may be far more satisfactory than government service for masses of 
workers. In these circumstances it becomes increasingly difficult to 
staff government work. The high turnover rates in government, re- 
port ed to be anj^where from 20 to 30 per cent a year in the Federal 
government, testify to the inability to retain employees in the public 
service. 

An important management problem in recent years has been how 
far an agenc)' should go in developing welfare services. Some offices 
have promoted recreational facilities or programs, credit unions, a 
housing service to help locate quarters for employees, a nurse serv- 
ice, improved transportation arrangements, and employee counseling. 
When government employment is removed fiom ordinary centers of 
urban living, such as at a military post or base, a dam site, or an 
atomic energy plant, management may have to assume duties amount- 
ing in effect to local community operation. 

Indeed, the fact is that while the concept of government as model 
employer may still be a prevailing idea, it has become decreasingly 
evident in fact. The personnel study for the Hoover Commission re- 
ported the results of a questionnaire given to 3,448 college seniors to 
detennine their beliefs about the ranking of public service in com- 
parison with private iiidustiy. Less than 10 per cent thought that 
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salary opportunities would be better in government. Government serv- 
ice ranked low in their opinion in opportunities for promotion, oppor- 
tunities for personal development, prestige and recognition, and incen- 
tives to improve efficiency. Government employment was ranked high 
on opportunities for public service, job security, and leave, retirement 
and health benefits (and in this last many thought government and 
industry about equal),'*'’ 

A study of the attitude of scientists toward government employ- 
ment in contrast with university and industrial employment revealed 
that government was rated high on job security, leave policies, good 
physical facilities, and fair compensation (better than most universi- 
ties but lower than that obtainable in industry). Government service 
was ranked low on such matters as generally satisfactory administra- 
tive environment, on opportunities for advancement, and on freedom 
of action.'*^ 

If govea-nment service in a society of full cmployriient and of rising 
price levels is to attiact and retain comj)etei)t employees, increasing 
attention will have to be given to matters of compensation and work- 
ing conditions. 

Employee Rclaiions 

The public service is not immune from problems of employee rela- 
tionslii])s. A great many difficulties from time to time ha\'e developed 
around such subjects as unionization and collective bargaining, the 
right to strike, and the handling of employee grievances. All these have 
rec][uired special attention in most government units at one time or 
aiiothc’!*. 

Ill some respects go\ernment service is different from private busi- 
ness. These differences have natuially been reflected in management- 
employee relations. For example, many matters of compensation and 
working conditions in the iiublic ser^’iee cannot be settled by a proc- 
ess of collective bargaining. The discretion of management is limited, 
since basic pro\’isions on these subjects are usually provided by law. 
On occasion labor groups have endeavored to build collective bar- 
gaining devices and even liax e asserted the right to strike as an instru- 
ment of persuasion with the* legislature lather than as an attempt to 
win conc(\ssions from management. 

The government service likewise is diflerent in its importance to 
the public welfare. There is only one government agency to supply a 

Task Force Report on Federal Personnel, p. 7. 

Clark D. Alilherg and John C. Honey, “The Scieiitist’s Attitude toward Gov- 
ernment Employment,” Science, vol. 313 (May 4, 1951), p. 508. 
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necessary public service, such as school teaching, police and fire pro- 
tection, or garbage collection. A strike in any of these activities means 
complete cessation of the public service to all citizens in a govern- 
mental jurisdiction. On the other hand, strikes against an individual 
employer may interrupt only part of a service to the public. With the 
advent ol industry-wide collective bargaining, this difference is now 
tending to disappear, and a major concern in management-labor rela- 
tions in industry today is how to f)revent complete cessation of services 
essential to the functioning of the economy. 

Unionization began over seventy-five years ago in the public service. 
For example, an association of letter carriers was formed as early as 
1873, and by the end of World War 1 postal employees of the Federal 
government were perhax^s the most highly organized group of workers 
in the entire public service.^® 

During World War 1 clerical, administrative, and professional em- 
ployees began to organize in the Federal service. The National Federa- 
tion of Federal Emi:)loyces was organized in 1917 and become affiliated 
with the American Federation of Labor. It was a “vertical” union of 
all tyx^es of govcrnnuMit einiiloyces and came into existence largely 
because of poor working conditions and low levels of j)ay in the Fed- 
eral service, lliere wx^re some 50,000 members of this union by July, 
1919; the number declined during the 1920\s but grew agair^ during 
the 193()'s. In 1931 the National Federation broke away from the 
American Federation of Labor and has subsequently operated as an 
independent union. In 1932 the i^rnerican Federation of Labor char- 
tered the American Federation of Govc'rnmt^it Employees. In 1936 a 
scf)arate organization, the American Federation of State, County, and 
Municipal Employees split off from the xxirent b(;dy and has con- 
tinued to operate at the state and local government level. In 1937 a 
CIO union, subsequently named the United Pnl^lic Workers of Amer- 
ica, was formed. In most communities a local j^rotc'ctive and benevo- 
lent society has been organized among police and firemen.'^® Efforts to 
build a national organization among these workers have not been too 
successful. Both unions and professional societies have been organized 
among public-school teachers. 

Sterling D. Spero, The Labor Movement in a Government Industry (New 
York: Doubleday, 1924). 

See Eldon L. Johnson, '‘C^cneral Unions in the Federal Service,” Journal of 
Politics, vol. 2 (February, ]940), p. 23. 

For experience in one locality see Emma Schweppe, The Firemens and 
Policemens Unions in the City of New York (New York: King’s Crown Press, 
1948). 
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Although the full extent of unionization among public employees 
is diflBcult to determine, the right of organization has now been gen- 
erally recognized. Many government agencies have found it desirable 
to issue statements of employee-relations policy which recognize the 
privilege of employees to organize or not to organize as they shall see 
fit. Management has agreed also to discuss problems of common inter- 
est with individual employees or with representatives of organized 
groups. In many government agencies, however, this policy of dis- 
cussion is not labeled “collective bargaining” because of the connota- 
tion which this term has developed from prh^ate enterprise.'*’ 

The right to strike has been an especially troublesome matter in the 
public service. Beginning in 1946 Congress added a clause to the 
various appropriation acts for Federal agencies providing that no 
ccnipensation was to be paid employees who were members of a union 
or any other organization which advocated or asserted the right to 
strike. Actually most unions of Federal employees had already an- 
nounced that they did not bcliev^e in the strike as a tactic of collective 
bargaining in the public service. With the passage of the 1946 appro-' 
priation acts, all unions of public employees took this position, and 
all individual employees were required to assert in an affidavit that 
they did not belong to a proscribed organization. Many states subse- 
quently enacted legislation forbidding public employees to strike. 
Before 1946 strikes were not unknown in the public ser\’ice; indeed 
one student counted 1,000 such episodes. E\ en with the passage of 
state legislation, occasional strikes continued to break out. Because of 
the tight labor market most government units found it exq^edient to 
overlook the penalities of such acts— lors of employee status and bene- 
fit privileges- and to reinstate the strikers upon adjustment of their 
grievances. In municipal government the most crucial problems oi col- 
lective bargaining have tended to appear in the operation of publicly 
owned utility services, such as water supply, transportation and elec- 
ti'ic power supply. 

As we have noted earlier, many demands of government workers 
must be mc*t by legislative action. As a result, unions of government 
employees tend to act in considerable degree as an interest or pressure 
group bringing their requests to legislative committees, asking pledges 
from candidates for public office at election time, and encouraging 

On labor policy in general see Sterling D. Sporo, Government as Employer 
(New York: Remsen Press, 1948); and Morton Robert Godine, The Labor Prob- 
lem in the Public Service (Cambridge, Mass.: Harvard University Press, 1951). 

4“^ David Ziskind, One Thousand Strikes of Government Employees (New York: 
Columbia Univ^ersity Press, 1940). 
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their members to vote for oflBcials with a record of general sympathy to 
public employees. Such pressure groups actually have often been suc- 
cessful in achieving improved working conditions— such as the three- 
platoon system for firemen— and in raising the levels of compensation 
for the great majority of government workers. 

In recent years most administrative agencies have established formal 
grievance machinery to consider complaints of individual employees. 
These complaints have generally centered around two matters— effi- 
ciency ratings and dismissals. Standard grievance procedure usually 
requires the complaining employee to present his complaint to his 
immediate supervisor. If he fails to obtain satisfaction, he may then 
submit a written appeal to the supervisor’s superior and even after that 
to a grievance board set up for the agency as a whole. In some in- 
stances a grievance may even be carried to the Civil Service Commis- 
sion. There has been some feeling that grievance procedure has tended 
to become unduly complicated and elaborate. In some agencies there 
may be as many as four or five steps of consideration and review. As 
a result, many departments and agencies have found it desirable to 
simplify grievance practice. 

Employee relations has become a recognized clement of personnel 
management in most government agencies today. Increased efforts 
have been given to building harmonious relationships between super- 
visors and employees. Aloolness and indifference no longer^ charac- 
terize relations between management and workers in the public serv- 
ice. Rather, more and more effort is being expended to achieve a 
belter undtaslanding of the common problems of management and 
employees in the public service. 

Veterans* Preference 

One other matter of personnel policy must be mentioned. Most gov- 
ernmental units give some kind of preference in job appointment and 
retention to veterans w'ho have served in the Armed Forces of the 
United States. This practice developed early in the history of the 
republic and has become a standard arrangement in recent years. 

In the Federal service, for example, veterans’ preference is governed 
by the provisions of Public Law 359 of the Seventy-eighth Congress, 
approved June 27, 1944. Under this legislation preference in appoint 
ment, reinstatement, reemployment, and retention in the public service 
is to be given to four categories of persons: (1) veterans (men and 
w^omen, honorably separated) with a service-connected disability, 
(2) waves of veterans with a service-connected disability, (3) un- 
married widows of deceased soldiers and veterans, and (4) veterans 
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generally. In examinations all persons in the first three categories have 
ten points added to the score. Veterans of the fourth category receive 
five points additional to their score. Examinations for such positions 
as guards, elevator operators, messengers, and custodial positions are 
restricted to veterans as long as any are available for appointment. 
Except for professional and scientific positions paying over $3,000 a 
year, persons in the first three categories receive an absolute prefer- 
ence, going to the top of a register. When a nonvetcran is appointed 
over a veteran on a civil service register, the appointing officer must 
explain the reasons in writing to the Civil Service Commission. No 
veteran may be discharged or suspended except for cause as will pro- 
mote the ejQSciency of the public service. When suspended or dis- 
charged, a veteran must receive the reasons in writing, and he has the 
right of appeal to the Civil Service Commission which must then sub- 
mit findings and recommendations to the appointing officer. 

The desirability of veterans' preference in the public service has 
been much debated by personnel specialists and others. The Hoover 
Commission in 1949 recommended no change in the existing practice 
except to propose a more active effort to recruit veterans for admin- 
istiative positions. There seems to be little point in arguing for or 
against veterans’ preference, since the practice appears to be firmly 
entrenched in both legislative and public expectation. The number 
of persons who have sf'rv(‘d in the Armed Forces is such today that 
the range of selection would be great indeed if substantial numbers of 
veterans could be interested in public service. The Federal system 
appears to be as workable as any, since it does not give more than 
reasonable preference to persons of about equal qualifications. Where 
there is substantial difference in abilities, the appointment could still 
be given to the nonveteran. 

The whole system of v('tcrans’ preference may become obsolete if 
our country adopts sonic form of universal military training and serv- 
ice. It appears that we have aheady ad\anced far in that direction, 
and if we have at least a minimum requirement of universal training 
for all young men, it would seem likely that these persons should be 
recognized as veterans for appointment purposes. In a society where 
75 or 80 per cent of all young men have had military training or serv- 
ice, veterans' preference will be of little importance as an obstacle 
to the recruitment of the best available personnel for the public service. 



CHAPTER 13 Techniques of Personnel Management 


Two major developments have occurred in public personnel admin- 
istration in the last twenty-five years. One of these has been the grow- 
ing realization that personnel management requires positive efforts 
to recruit and retain the best available persons in the public service. 
For many years personnel administration under civil service restric- 
tions was motivated largely by a police concept: to prevent depart- 
mental administrators from apxoointing or discharging employees for 
purely x^olitical reasons. Today this altitude has in large part disap- 
peared and is being rex)laced by another that is termed the “modern'* 
personnel x)oint of view. ♦ 

The other major change has occurred jirimarily in the Federal pub- 
lic service. The authority of iiersonnel inanag(‘ment lias been increas- 
ingly fixed in dex^artmental officials operating under general standards 
and regulations supervised by a Civil Service Commission advising the 
President. For many years the Civil Service Commission conducted all 
examinations lor x'^ositions in the Federal goManment subject to civil 
service ai)pointrnent; established registers of eligible x^ersons; certified 
the top three to appointing officials for their consideration; determiiu^d 
the proper job and salary classification for axix^ointccs in terms of their 
qualification, exx:)erience, and work assignment; reviewed promotions; 
and otherwise x')f"rformed many details of personnel management. De- 
partment officials dcvelox3cd considerable hostility to the entire civil 
ser\ice system because it controlled personnel details but was sepa- 
rated from responsibility for operating results. 

In 1937 the President's Committee on Administrative Management 
recommended “reorganization and improvement of personnel adminis- 
tration” in the P'cderal government. The Committee pointed out that 
the Civil Service Commission had developed its practices at a time 
when the number of government employees was small and personnel 
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requirements were relatively simple. The Committee declared, how- 
ever, that the existing system was “poorly adapted to meet the major 
responsibilities of serving as a central personnel agency for a vast and 
complicated governmental administration in which there are over 
800,000 civilian employees.” ’ The Committee recommended the crea- 
tion of a single civil service administrator with a nonsalaried board to 
advise him about general developments. In addition, the Committee 
imx^lied that much more resj)onsibility in personnel management 
should be given to department heads. 

Although the organizational arrangements proposed by the Presi- 
dent’s Committee were not written into law, steps were begun to 
strengthen personnel organization in departments and agencies. On 
June 24, 1938, President Roosevelt, in Executive Order 7916, directed 
each department and agency to create a personnel officer if such a 
position did not alrc^ady exist, and indicated that more responsibility 
was to be given to departmental officers. This was followed by the 
creation of the Council of Personnel Administration on Feb. 1, 1939, 
made up of personnel directors of all deiDartments and agencies under 
a chairman designated by the President. This Council was expected to 
be spokesman for the personnel interests of the departments as against 
the Civil Service Commission itself. In addition the President cstab- 
hshecl a separate personnel office in the Exccuti\ c Offic'e of the Presi- 
dent to serve in effect as an arbiter b< 'tween depaitmental personnel 
interests, on the one hand, and the work of th(‘ Civil Service Commis- 
sion on the other. Yet it was the impact of the war perhaps more than 
any other single factor which led to widesprc'ad changes in personnel 
practices in the Federal government. A government service expanding 
from about 1 million civilian employee's in 1940 to nearly 3.7 million 
in 1945 could scarcely operate under an arrangc'rnent of “civil service 
as usual.” Although the Civil Service Commissiem continued to per- 
form a central reciuitnu'ut function and to review departmental ap- 
pointments, more and more the whole ta.sk of ])ersouuel selection and 
cjperation fell upon the departments and agencies thcanselves.^' 

At the end of the war, President Tniman, in Executive Order 9691 
on Feb. 4, 1946, directed the Civil Service (kmimission to return to 
a peacetime program and to give qualifying examinations “in coopera- 

^ Prosicl(Mirs Coininitle'c on Aclnniiislrath c Management, AdT]iinistiLihvc Manage- 
nicnt in the Government of the United States (Wasliinglon: Government Printing 
Ofiiee, J937), p. 9. 

“Leonard D. White, cd., CiiHl Service in Wartime (Chicago: Lnuorsity of 
Chicago Press, 1945); and Gladys M. Kamineier, Impact of War on Federal Per- 
sonnel Administration, 1939-1945 (Lexington: University of Kentucky Press, 
1951). 
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tion with the operating agencies.” In Executive Order 9830 on Feb. 24, 
1947, the President set forth that personnel management was a primary 
responsibility "of all who plan, direct or supervise the work of Federal 
employees.” The Civil Service Commission was directed to exercise 
leadership in personnel matters, to develop and promulgate standards, 
and to prescribe procedures to be followed by operating agencies. The 
Commission was told, however, to delegate its authority to act in per- 
sonnel matters to operating agencies in accordance with prescribed 
standards and procedures. The head of each department and agency 
was made responsible for personnel management in his agency. He 
was directed accordingly to maintain or establish such office or division 
of personnel as might be required. The Council of Personnel Admin- 
istration was renamed the Federal Personnel Council and was directed 
to function as an advisory body to the Civil Service Commission. 

71ie Personnel Policy Committee of the Hoover Commission, review- 
ing these developments in 1948, believed that still further progress 
should be made in decentralizing personnel operations. It recom- 
mended that the recruiting, examining, and selection of personnel 
should be performed to an even greater extent by operating agencies. 
It recommended that the chairman of the Civil Service Commission 
become the top personnel administrator in the government organiza- 
tion.’’ A strengthening of personnel operations in departments and 
agencies was also urged. These recommendations were geiWf'rally ac- 
cepted by the Hoover Commission and embodied in its own report 
to Cemgress.^ 

Reorganization of the Civil Service Commission was accomplished 
by Reorganization Plan 5 of 1949 by which the chairman was givc^n 
full responsibility for administrative direction of the Commission's 
work. In 1953 President Eisenhower made the' chairman of the Com- 
mission his principal adviser on all personnel matters and abolisht'd 
the office which had previously served as arbiter between the Com- 
mission and the departments. It became increasingly evident that the 
departments w'^ould be expected to carry a larger and larger part of 
the everyday burden of x)ersonnel management. 

The principal source of controversy bctwc'cn dcpartmcmtal manage- 
ment and the Civil Service Commission has been responsibility for 
recruitment and e^xamination of personnel. Both in the 193(fs and in 

^ Task Force Report on Federal Personnel pp. 2(^-2 1, 78-SG. 

^ Commission on Organiziition of the* Executive Branch of the Co\'cnimcnt. Per- 
sonnel Management, a report to the Congrc.ss, Fchrnary, 1949 (Washington: Cov- 
ernmcnl Printing Office, 1949), pp. 9-10. Sec also Milton Manclcll, “Tlie Current 
Status of Personnel Administration," Public Administration Review, ^’ol. 12 (Win- 
ter, 1951), p. 57. 
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the 1940’s the Commission itself was opposed to delegation of this 
work to operating agencies. Although no basic change in personnel 
law had been realized by 1953, there were some 1,825 boards of ex- 
aminers operating under departmental authority by that time, and 
the Commission had indicated that these boards enjoyed greater 
responsibility for examinations than during World War IT.^ Although 
the Commission retained general responsibility for preservation of the 
merit system, departments and agencies were given much greater 
work to do in the actual process of recruiting and examining em- 
ployees. 

The result of these developments has been to make personnel man- 
agement at the operating level of government far more important than 
ever before in the scheme of Federal administrative organization. 
Similar developments have not occurred in state and local govern- 
ments, primarily because the size of the problem has not been nearly 
so vexations. Yet the emerging Federal arrangements constitute a kind 
of pattern which will probably be increasingly adapted to local cir- 
cumstances. 

Classification 

A basic technique in personnel management is job or position classi- 
fication as a plan of personnel needs. Before any work can be started, 
there must lie an estimate of the personnel required to do the job. 
And this estimate is not just a matter of projecting a need for fifty, 
se\'enty-fivT, or one hundred persons to do a given kind of work It 
must indicate the specific duties to be performed, the qualifications 
desired, and the interrelationships to be maintained. Personnel plan- 
ning is thus closely allied to organizational planning; the two usually 
proceed hand in hand. 

A personnel plan must necessarily provide some generalized bases 
of differentiation among all tyj^es of employees. In any large endeavor, 
employees cannot be dealt with as a whole, or as individuals. There 
must be some classification into like groups which permits uniform 
treatment of common aspects, from recruitment and promotion to con- 
sideration of working conditions. The purpose of position classifica- 
tion has been summarized by an outstanding classification expert in 
th('se terms: ® 

'’Harold H. Loioh, “The Hoover Commission's Personnel Recommendations: A 
Progress Report,” The American Political Science Review, March, 1953, pp. 107- 
108. 

® Israar Banich, “Basic Aspects of Position Classification,” Public Personnel Re- 
view, vol. 2 (October, 1940), p. 1. 
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. . . (fl) so that the impossibility of understanding an undifferentiated mass 
of individual positions gives way to the feasibility of understanding a much 
smaller number of differentiated classes of positions; (b) so that positions 
which should be treated alike when personnel policies, problems, or actions 
are under consideration can easily be identified as members of a group, thus 
making it possible to deal with positions in like groups rather than as an un- 
differentiated mass; aiid (c) so that, by emphasis on an impartial, scientific 
approach a purely personalized treatment of work and pay problems can be 
avoided in favor of safeguards against favoritism and procedures for fair 
and equitable treatment. 

Position classification is also indispensable in achieving a standard- 
ized pay schedule. One of the objectives of compensation is often 
summarized in the words “equal pay for equal work.” This is a desir- 
able end in order to avoid the loss of morale and the consequent de- 
cline in eflort which residt from widespread inequalities in compen- 
sation. When any large number of persons btdieve that they are 
underpaid in comparison with others performing the same oi similar 
work, an undesirable and unproductive work atmosphere is likely to 
arise. 

Person jjel planning is an immediate and overwhelming concern 
whenever a new agency gets under way. In a going organization per- 
sonnel planning is periodic rather than continuous, ])racticed from 
time to time as adjustments become necessary. Under botlwconditions, 
however, the constant problem is to relate work objc'ctives to positions 
and persons. The techniques of position classification must contribute 
to, rather than hamper, tlic solution of that problem. 

When tluTe is no standardized position classification program in a 
government, or in an agency, personnel techni(‘ians are usually needed 
to install one. A well-recognized jirocedure has been devised for such 
a need. The first step is to record all existing positions in an agency 
or government unit. This involves obtaining a job description for every 
employee, his qualifications, and the supervision exercised and re- 
ceived. This mass of data may lie ac-cinnulated through questionnaires 
or by personal interviews. Questionnaires ensure thorough coverage, 
but arc difficult to analyze and are not too reliable. Interviews take a 
long time to j^erform, but usually a sampling is sufficient for classifica- 
tion purposes. 

The second step is to analyze the duties presently performed and to 
group them into related classes. The task here is to find all similar or 
comparable jjositions and to identify their common characteristics. 
The third step is to x^repare a general description of each class of posi- 
tions. This descrix)tion then serves to identify the group and to dis- 
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tinguish it from all other groups. Finally, the assignment of each type 
of position to a class must be reviewed to make sure that it rightly 
belongs to that class."^ 

In classification procedure, a “position” means the duties and respon- 
sibilities requiring either the full-time or part-time employment of 
one person. A “class” is a group of positions with sufficiently common 
duties to be identified as a single type of work, with the same require- 
ments in education, experience, and ability, subject to the same tests 
of ability or capacity, receiving the same schedule of compensation, 
and performed under the same employment conditions. Thus a posi- 
tion is a particular job in a particular office, such as supervisor of a 
typing pool in a unit of the State Department, while the designation 
“clerk-stenographer” refers to a class of workers in many different 
administrative units. 

Once a classification plan has been put into effect, it must be modi- 
fied from time to time in order to meet different conditions. Some 
personnel technicians emjihasize a r>ne-time classification survey and 
resulting plan. But position classification is a continuing job, in at 
least two different respects. For one thing, position needs are not 
static and no plan as of any one lime can apply to all subsequent de- 
mands upon the public service. Many cliaiiges in types of classt's, espe- 
cially the addition of new classes, are constantly taking place. In the 
second place, a (‘lassification plan is not self-executing. It must be con- 
tinually appli(xl to new and existing jobs. Once a class of positions is 
identified and labeled, changes begin to occur. Constant supervision 
of classification activities is necessary. Whothci* this should be exer- 
cised by dei^artments or by a central agency has been a disputed point 
in personnel procedure. 

The Federal government passed a so-callcd “Classification Act” in 
1923 which set up five broad groups of employees: clerical, adminis- 
tiative, and fiscal; professional; Mibprofcssional; custodial; and cleri- 
cal-mechanical. The.se five groups were divided inio a total of 45 
different grades. This meant that when a position in the Federal serv- 
ice was classified it had to be allotted to one of these five grouxis and 
to one of 45 different pay scales. In time, it came to be realized that 
the Classification Act was in reality simply a salary standardization 
act. With th(' Hoover Commissioi» recommending that the 1923 law, 
as amended, be rewTiften, and with the Civil Service Commission 
proposing a new plan, Congress in 1949 enacted a new Classification 

" For a more detailed account of classification procedure, see William E. Mosher 
and J. Donald Kingsley, Public Personnel Administration, rev. ed. (New York: 
Harper, 1941), Chap. XIX. 
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Act which set up a single General Schedule with 15 diflFerent pay 
scales. In addition, a separate pay schedule was retained for employees 
falling in the group labeled “crafts, protective, and custodial.” This 
new legislation simplified the compensation schedule for Federal em- 
ployees coming within its terms. It did not affect the primary problem 
of employee classification. 

This primary problem is how many different classes of employees 
shall be established in the public service. A survey in New York City 
in 1951 found that there were 2,571 categories of municipal employees. 
But the survey was able to reduce this chaos of employee classes only 
to 1,065, although 27 standardized pay scales were proposed for this 
number of classes.® The total number of classes set up in the Federal 
government is probably unknown. The difficulty is that every depart- 
ment or agency is always convinced of the uni([uc nature of the work 
it does and hence creates classes of job positions peculiar to it. There 
are good reasons for this. It is not enough for most agencies to have 
a class of officials labeled “engineer,” or even “mechanical, electrical, 
chemical, civil, or sanitary engineer.” Instead they want a hydrological 
engineer, or a hydroelectric power engineer, or some other special 
type. These differentiations tend to become solidified into recognized 
classes of employees. 

One consequence of this situation is that the promotit)n ^r transfer 
of employees across bureau and especially across departmental lines 
is difficult to arrange. Many agencies arc happy to have this situation, 
since it may lessen turnover. Another result is that rates of compensa- 
tion tend to become quite different for relatively comparable kinds 
of work. Again individual agencies do not particularly dislike this situ- 
ation, since an agency usually endeavors to get as much compensation 
for its employees as possible in order to increase their job satisfaction. 

As a matter of fact, our society has developed such a high degree of 
job sx:)ecialization, as any dictionary of occupational titles will clearly 
rc\X‘al, that it is exceedingly difficult to develop a few, simple common 
classes of positions, llic most that seems possible is for the manage- 
ment of each department or agency in the public service to develop 
an awareness of the reasons why some greater simplicity in classifica- 
tion may be desirable from its own internal point of view— in order 
to facilitate promotion and transfer programs, to ensure fairly standard 
rates of compensation, and to encourage broad experience in various 
types of works for those employees who may carry management 
duties. 

^ Modem Management for the City of New York, Report of the Mayor’s Com- 
niittce oil Management Survey, vol. II ( J953), Chap. VI, especially pp. 125-127. 
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At its best, classification is likely to be a game in verbalization. The 
class and especially the salary grade to be assigned to a particular 
job specification depend upon how the job is described. If an admin- 
istrative oflBcial wants to pay someone a certain predetermined rate 
of compensation, he has to justify the desired grade in the job descrip- 
tion. In the Federal government certain standard phrases have come 
to play an important part in such justification. Much depends upon 
whether supervision is to be ‘"close” or “general,” whether the indi- 
viduals responsibility is to be “limited” or “full,” and whether the 
work to be performed is of “moderate difficulty and imi^ortance” or of 
“major importance and complexity.” The right choice of words can 
make a great deal of difference in the grade assigned to a particular 
job. 

Personnel technicians are aware of this fact, and often prefer to 
make a careful on-the-spot check of an individual’s actual work before 
assigning a grade classification. But this procedure is time-consuming, 
and requires inoie personnel technicians than are usually available to 
a department personnel office or to a civil service commission. In 
desperation, ]}ersonnel technicians are apt to fall back upon so-called 
“objective” criteria for deciding a person’s importance and hence ap- 
propriate salary grade. The criteria most commonly employed are 
length of service, educational and experience qualifications, and the 
number of persons supervised. All these are unsatisfactory, but the 
third criteria can be both vicious and self-defeating. When any gov- 
ernment emj)loyee realizes that his job classification for salary pur- 
poses depends upon the number of employees working under him, he 
has a real and pressing cause for enlarging his office as much as pos- 
sible. More than this, classification prac tice may discourage and even 
penalize the supervisor who makes a determined effort to improve the 
efficiency of his office by doing the same or more work with fewer 
people. Obviously not the number of people siipcr\ ised but the quan- 
tity and quality of the work performed is of major importance in 
evaluating a job. Yet cpiantity and quality are not so easily measured. 
And personnel technicians arc frequently at a loss in trying to deter- 
mine either. The Federal Classification Act of 1949 took a stcqi in the 
right direction when it authorized cash awards and salary increases 
for supervisors who reduced their payrolls. Whether the incentives 
thus provided were sufficient remains to be seen. 

Another questionable practice in jc^b classification is the attempt 
to separate the job from the person performing it. The traditional atti- 
tude of the personnel technician is well stated in the words: “The 
position, which may be either occupied or vacant, must be clearly 
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differentiated from the incumbent of the position.” ® But any such ap- 
proach to job classification ignores, or at least belittles, the realities 
of work performance. Organization, as we have said before, is built 
upon persons. It is impossible to divide up any sizable amount of 
work in the abstract. Work requires people, and people vary greatly 
in individual capacities. No personnel planning undertaken at the 
beginning of a job can be more than tentative. Many persons make 
their own jobs. As a result initial plans are greatly modified as persons 
are recruited and assigned to work. Personnel technicians not only 
need to recognize this very elementary truth, but also must assist 
rather than hinder such adjustments. No techniques can eliminate the 
personal aspects of personnel management. 

It should be apparent from this discussion that job classification at 
best is a complicated matter. In the past it has been approached too 
frequently as a mechanical, or “scientific” Actually, while 

job classification lies at the heart of personnel techniques, it is also 
highly personal. The nee‘d for standardized practices must be con- 
stantly modified to fit individual requirements of operating agencies. 
Personnel technicians working for departments or for civil service 
commissions must appreciate that any general classification scheme, 
especially as far as salaries are concerned, can be only a general guide. 
Operating officials need leeway in applying the general salai*)^ sched- 
ules to their own work. 

Personnel management requires job and salary classification. But 
both must be emjiloycd to hel]3, not hamx^cr administrators in doing 
the work for which they are responsible. 

Recruitment, Examinafioru, and Appointment 

The acquisition of personnel for govcTument activities involves three 
different phases: recruitment, examination, and appointmciil. All three 
are closely related and have a common purpose— to find the best avail- 
able individuals for government service. 

Recruitment is fundamentally different from examination. The latter 
is a process of rating the relative capacities of applicants for appoint- 
ment. It can do no more than provide some means of comparing the 
individuals who seek government work; examination cannot improve 
the quality of the applicants. 

Many civil service administrators and even some operating officials 
are so badgered by those seeking government employment that they 
see little reason to encourage additional applicants. Under so-called 

® Baruch, op. cit., p. 413. 



Techniques of Personnel Management 315 

“normar conditions, the number of government job seekers far ex- 
ceeds the positions to be filled. It is understandable why personnel 
managers give little attention to means for finding the best available 
talent. They are mainly worried about how to determine the best 
qualified from among those actively seeking appointment. 

During World War II this negative approach to the recruitment 
phase of personnel administration had to be abandoned. Jobs were 
plentiful, and it was easier for private businesses to offer the competi- 
tive wages necessary to obtain the workers they needed. Government 
agencies often obtained the second best. And sometimes government 
services were badly undermanned. It became necessary for the Civil 
Service Commission and operating agencies working together actively 
to recruit needed workers. Teams were s(‘nt out from Washington to 
find stenographic and clerical personnel to work in the nation’s capital. 
T^ocal government offices and plants made strenuous efforts to per- 
suade persons to accept employment. Kecniitment became a positive 
phase of personnel adminis I ration. This effort has continued since 1945 
in those fields wht re shortages have been especially aenle. In 1952, 
for example, the Civil Service Commission published an attractive 
booklet entitled The Physicist in the Federal Scroice. This pamphhit 
explained the nature of the work penfonned by physicists in general 
and in terms of specific agencies such as the Naval Research Labora- 
tory, the National Bureau of Standards, and the Bureau of Agricultural 
and Industrial Chemistry. Similarly, the Department of Agriculture 
issued that same year a booklet entitled Career Serrire Opportunities 
in the ILS. Department of At^riculUirc, Tliis called attention to the 
varieties ol work available in the department and the conditions of 
work which made emxdovment attractive there. Tliese and other efforts 
indicate how a positive eff »rt was being made to interest persons in the 
possibilities of go^’ernmelit service. 

Usually civil ser\ ic(^ commi.ssiojes and others are siitisficd simply to 
post examination notices for various ty])es of positions. Newsjoaper 
advertisements are seldom used; the moiu*y for such an exx:)enditure 
is not often appropriated. Sometimes notices are mailc'd to univxTsity 
placement offices and a few other interested parties. But for the most 
part the individual who thinks he might desire government employ- 
ment has been expected to find out for himself the examinations being 
given. Only in times of general labor shortage do government recruit- 
ment agencies follow a different practice. 

To be sure, operating agencies, who after all are the most concerned 
with the type of personnel they get for appointment, do frequently 
take their own steps to call vacancies in top positions to tlie attention 
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of the most-qualified individuals. Indeed, they may interview certain 
persons and endeavor to persuade them that they should apply for a 
civil service position. This happens especially when an agency is seek- 
ing peculiarly qualified scientific or expert personnel. In 1940 the Fed- 
eral government established a National Roster of Scientific and Spe- 
cialized Personnel for recording the nation’s resources in such indi- 
viduals. This roster was invaluable during World War II in locating 
persons with highly specialized qualifications, often combining expert 
knowledge with some language ability or other peculiar character- 
istic.^^ This roster has been continued in various ways since 1945, 

If the best available talent is to be obtained for any government 
task, from bookkeeper to nuclear physicist, personnel officials must 
make an active effort to find it. Now that operating officials in the 
Federal government share recruiting and examining authority with 
the Civil Service Commission, they will x^robably take a greater inter- 
est in seeking the desired jiorsonnel. Recruitment techniques, after all, 
are relatively simple. They consist largely in finding the possible 
sources of needed talents and in informing them of government jDOsi- 
tions. Trade and jprofessional schools, as well as other educational 
institutions, can be visited, and x)rospective ax)plicants interviewed. 
Unions, trade associations, and many other groups can be enlisted in 
the search for j^ersons. Operating officials will usually know the out- 
standing professional men and w’omen in their fields, and vScancies 
can be advertised. When the number of vacancic\s is limited and com- 
l')etition is keen, this should be indicated. And son)Ci judgment must 
be used in the extent and ellort ( i recruitment campaigns. There may 
be less need, for examx)le, to encourag'* students of a business school 
to aj^xily for a tyx^ing-slenography examination than there is to call 
the oxiportunities of government service to the attention of third-year 
law-school students. 

The eligibility requirements set up for positions necessarily limit 
the recruitment ellort. The most commonly sx)ecificd qualifications 
concern education, experience, and age. Legislative bodies and some 
state courts have not looked with much favor ux)on education or age 
qualifications which limit eligibility to, say, young college graduates. 
And some recruitment agencies establish such rigid expericaicc require- 
ments that only a few persons are able to qualiJy. These again may be 
undesirable extremes. But qualifications may be set so as to encourage 
widespread or limited application for government posts. 

See Leonard Carmichael, ‘The Nation’s Professional Manpower Resources,” 
in White, ed., op. cit., p. 97. 
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Examination is the means usually employed for determining the 
relative abilities of job applicants. The original civil service act in the 
Federal government in 1883 provided that examinations should be 
“practical in character,” and this has remained the tradition in all 
governmental units. In recent years there has been a growing aware- 
ness that so-called “objective” examinations of a written nature have 
their faults and do not necessarily provide a sure basis for comparing 
the abilities of applicants. Allhough much effort has been given to 
improvement in test construction, such other means as individual or 
group oral interview and greater detail about previous job perform- 
ance have become important techniques as well.^^ 

The idea that persons can be positively ranked on a scale of 100 has 
also come under recent attack. The personnel task force of the Hoover 
Commission recommended that applicants be ranked qualitatively by 
categories, such as outstanding, well-qualified, qualified, and unquali- 
fied. Moreover, registers of eligible appointees would lie kept “open,” 
that is, new names would be added from linu^ to time as examinations 
were periodically held. The apx)ointing offic'cr would then be permitted' 
to select any person available in the top one or two categories who 
seemed best to fit his nc'cds. The only restriction would have been 
that an eligible veteran should receive preference over a non veteran, 
and where it seemed desirable a personnel officer should require the 
ax^pointing officer to demonstrate in writing that no discrimination 
was invoKed in his final selection. These x^ractices had generally pre- 
vailed in the Tennessee Valley Authority in ox)eratiiig its own x^erson- 
nel .system.^" 

Veterans' organizations and government emx^loyee unions have been 
opx)osed to so fundamental a change in the examination x^rocedure. 
The veterans' x^reference le gislation of 1944 wrote two phases of 
examination and ax^x^^hitmcnt into law. It recjuirc'd that no minimum 
educational requirements be fixed for examinations except where 
scientific, x^rofessional, or technical p^ositions were involved, and it 
required ax3i)ointing officers to select one of three persons certified by 
the Civil Service Commission as the top eligible persons for apx:)oint- 
ment. Congress has not been willing to change these x^rovisions, fear- 
ing that x^reference for veterans might be jeopardized or x^Jolitical pre- 
ference introduced in civil service x^iactices.^^^ 

Cf. Anna G. Douglas, ‘‘Slioiild Civil Service Endorse Science or Novelty?*' 
Public Administration Beview, vol. 10 (Spring, 1950), p. 78. 

Task Force Report on Federal PcrsonucU Appendix A, prepared for the Com- 
mission on Organization of the Exccuti\'e Branch of the GoNcrnment (Washington: 
Government Printing Office, 1949), p. 25. 

Leich, op. cit., pp. 10^109. 
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Testing has made many improvements in recent years and certainly 
has become more exact than ever before. There still remain a num- 
ber of issues which the personnel technician must answer in some 
way. In the first place, shall an examination be intended to measure 
existing skills or ability to learn as well? There seems to be a general 
disposition to include the second as a legitimate object of examina- 
tion. Continuing job satisfaction may depend upon future promotion; 
moreover, many higher positions in government sei*vice may be filled 
through promotion rather than by recruitment from outside. General 
ability to learn then becomes an important element in the desired 
equipment of the appointee. In more routine and manual types of 
work, however, ability to learn may be of h \s importance. It may 
then go un reflected in the examination. But even for clerks, stenogra- 
phers, and bookkeepers, general intelligence would seem important in 
evaluation of capacity. 

In the second place, what attention should be given to persons lity 
traits? This is no simple problem lo resolve. The immediate inclina- 
tion is to say that of course personality is important and should be 
considered. Certainly, in any organization xxn*sona1ity traits will affect 
the disposition to c;oopcration upon which the effectiveness of the or- 
ganization so largely depends. But just what are these peisonality 
traits and how shall they be measured? ("an disposition to cooperate 
be accurately defined and determined? Should some dcsiiable charac- 
teristics be considered in the negative, that is, as the absence of cer- 
tain notably undesirable traits, such as an extreme disposition to jeal- 
ousy or a x^ersccution complex? Should the whole issue of personality 
be equated with mental health, and the problem left to the psychia- 
trist as a part of the physical examination? There is probably no en- 
tirely satisfactory answer to these questions, though certainly modern 
psychiatry can be of great asistance at least in weeding out the un- 
desirables. 

In the thiid place, what physical traits and general medical condi- 
tion should be prescribed for appointees? Virtually all governmental 
units making civil service appointments now pre\scribe that appointees 
must be able to pass a physical examination and be certified as in 
‘‘good physical condition.” In some instances, as for police and fire- 
men, the physical standards are ve^y high; for most positions certain 
minimum standards are usually prescribe-d sufficient to ensure that the 
appointee is a good physical risk. Not to prescribe any physical ex- 
amination is a questionable practice. Ordinary prudence dictates that 
appointees should not have any physical delect which would prevent 
the efficient performance of their duties. At the same time, physical 
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requirements should be reasonably related to the work involved. This 
means physical standards should be set for types of jobs. 

In the Federal government two general types of examination are 
used. One is the “assembled” and the other an 'unassembled” exam- 
ination. The assembled examination is usually a written examination 
which is administered to all applicants for a particular type of t)osi- 
tion at specified times. The unassembled examination has been used 
for positions paying higher salaries. It involves the evaluation of an 
applicant’s education, experience, and achievements without a direct 
written examination. 

Appointing officers are the officials responsible for administrative 
operations. They are the heads of departments and independent es- 
tablishments, bureau chiefs, and other duly designated subordinate of- 
ficials. The status of an appointing officer in the Federal government 
is conferred cither by law or by delegation from a department head. 
The final determination of the individual to be ai^pointed to public 
office accordingly is made by the official responsible for operations. 
Civil service may limit or circumscribe the ranges of choice, but actual 
selection and appointment is an act of appointing officers. They may 
ask their personnel assistants lor advice, and the papers may actiially 
be prepared and signed in the personnel office, but the responsibility 
is that of the chie'f administrator of the unit involved. 

Formal papers of appointment are iiecessaiy in order to record a 
person’s selection for government service and to attest his payroll 
status. This is sim^oly a routine which nonetheless must be exactly 
fulfilled. 

One limitation upon appointment is contained in the provision of 
the Federal civil service law which reriuirtis apportionment of ap- 
pointees serving in Wasiiington among the seveial states according to 
their population. This has been a severe limitation imposed by the 
legislature, but one that is not hkely to be removed. The Civffi Serv- 
ice Commission has endeavored to taifoivc the requirement for the 
government as a whole rather than by each agency, service, or grade. 
Usually states like New York, Massachusetts, Illinois, and Ohio con- 
tribute more persons than the law specifics, while Southern and 
Western staters have contributc^d a smaller number. The commission 
has to adjust registers of eligibles in order to carry out the provision. 
Or under the more decentralized system of recruitment and examina- 
tion begun in 1946, the Commission has to issue instructions to ap- 
pointing agencies to observe this reciuireinent in practice and give 
preference to eligible applicants coming from states with less than 
their proportionate number of persons in the Federal service. 
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The counterpart of the apportionment limitation in state and city 
jurisdictions is the requirement that an appointee be a resident of the 
governmental unit under which he is appointed. Most states and cities 
are likely to argue that any needed abilities for government service 
can be found among their own residents and that there is no reason 
to import “carpetbaggers.” Sometimes this requirement may be waived 
under exceptional circumstances. The restriction is obviously a form of 
provincialism or localism which hampers the recruitment of the best 
available personnel regardless of residence and hence restricts the free 
movement of career government personnel from one political jurisdic- 
tion to another. 

One other aspect of appointment should be noted. Usually initial 
“permanent” appointments are probationary. The standard period of 
probation is six months, although a year is specified for certain postal 
employees. Tliis probationaiy period affords an opportunity for super- 
visory officials to observe an api)ointce's actual performance on the 
job. Employment during this period may be terminated at any time 
by the appointing officer, who is required only to state his reasons in 
full to the appointee. Or at the end of the probationary period an ap- 
pointing officer may terminate employment upon the grounds of an 
unsatisfactory efficiency rating. The quality of government personnel 
then depends in large part upon the effective use made of this pro- 
bationary period. * 

Training 

As personnel administiation has moved into the positive aspect of 
promoting job satisfaction and efficient work practices, more and more 
attention has been given to the training of employees. In general, per- 
sonnel training has two different objectives. In the first place, some 
degree of training is necessary to instruct a newly appointed employee 
in the immediate work he is expected to do and the methods by which 
the job must be performed. Usually this is referred to as “on-the-job” 
training. In the second place, some training is intended to enhance 
the individual abilities of the worker and so advance the possibility of 
later promotion. On occasion it may be almost impossible to draw a 
clear-cut distinction between the two types. 

On-the-job training may be centrally organized or left to the dis- 
cretion of the individual supervisor. In the second instance, the re- 
sults are apt to be haphazard and variable. For this reason personnel 
officers in government agencies have tended in recent years to set up 
minimum standards for on-the-job training to provide assistance to 
supervisors in conducting such training. On-the-job training may vary 
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from the mere mechanics of the immediate job to be done to a gen- 
eral orientation in the functions and traditions of an agency as a 
whole and how the work of the individual contributes to the gen- 
eral goal. Most training specialists today emphasize the importance of 
broad orientation for the newly appointed employee. Sometimes this 
is provided by a central personnel office before an individual actually 
reports for his work. Sometimes it is given in conjunction with in- 
struction about the particular job. In some instances the orientation 
training may become quite extensive and elaborate, involving a num- 
ber of visits to observe various aspects of an agency's work. 

The scope of the training necessary to irifonn an individual about 
his immediate job varies with the nature of the work and v^n'lh cir- 
cumstances. If the job to be done in government is similar to the 
previous work experience of an employee, on-the-job instruction may 
be quite brief. If, on the other hand, the job is different from pre- 
vious experience, a fairly ('lahorate course of instruction may be re- 
quired. Thus the Foreign wService, where recruitment is based upon 
the general abilities of the ai^plicants, provides an intensive training 
course for newly inducted foreign -service officers.’^ On the other hand, 
the typists, the bookkeepers, and the draftsmen recruited to perform 
their particular skills in the government are usually given only a small 
amount of instruction from their supervisor about how the work is to 
be performed in that particular agency. 

When an agency finds it impossible to obtain the particular skills 
it needs in the necessary numbers, training programs are required in 
order to provide the required employees. In wartime, in paticular, 
many government agencies in Washington found it necessary to set 
up tiaining courses for tyj^ists and stenographers after government 
appointment in order to obtain these services. During the 1930’s the 
Tennessee Valley Authority provichxl for apprenticeship training for 
skilled labor such as machinists, carpenters, plumbers, painters, brick- 
layers, and electricians, in order to have the necessary number of em- 
ployees with these particular qualifications. At other times, government 
agencies have had to select persons with some apparent aptitude for 
the work and then train them as draftsmen or as accountants in order 
to have the skills required. 

The extent of the management obligation to train the individual to 
assume greater responsibility than that presently performed is debat- 
able. In the past, the usual attitude has been that any training to en- 
hance the ability of the individual was entirely up to that person. If 

i*See Frank Snowden Hopkins, “Training Responsibility in the Department of 
State,” Public Administration Review, vol. 8 (Spring, 1948), p. 119. 
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he wished to broaden his general educational background or to ac- 
quire new skills and techniques, he made use of the educational fa- 
cilities of the general community. Most large centers of government 
activities, such as the national capital, most state capitals, and our 
large cities have educational facilities of some kind. Most urban uni- 
versities have late afternoon and evening courses to fit the needs of 
government employees. 

On the other hand, some personnel specialists have been inclined 
to say in recent ycuirs that this general training should not be left 
merely to the whim of the individual cmplo) ec or even to the chance 
of available and satisfactory educational facilities located in the gen- 
eral community. They ai gue that the governu eiit receives a direct re- 
turn in the increased capacity of the individual who avails himself of 
further educational opportunities. Moreover, an employee who sees the 
possibility of promotion is more apt to provide satisfactory peiform- 
ance in his current assignment. Then, too, if the general training is 
broadly related to promotion opportunities and the net^ds of the gov- 
enimcnt service, it will be more satisfactory from the x>oint of view 
of the individual and of the government. For such reasons more at- 
tention has been given to general educational activities. 

The most elaborate educational facilities of government are those 
operated by the Armed Forces. More specific but nonetheless exten- 
sive training programs are operated by the police departments^ of most 
large cities. Selected members of local law enforcement agencies have 
also been enrolled in the training school of the Federal Bureau of 
Investigation. The most general type of educational facility ox^erated 
within the Federal government is the Graduate School of the Dc^ 
partment of Agriculture set up in .1921. When this school was first 
set up, it oflFered courses in such fields as plant genetics, crystallog- 
raj^hy, plant physiology, biochemistry, agricultural economics, and sta- 
tistical methods. Subsequently, the school expanded in the 1930's and 
1940 s until it w^as offering a wide variety of undergradute and grad- 
uate courses. The enrollment grew to 5,000 students. The courses were 
offered after office hours, and the tuition charges dcira\ ed all operat- 
ing costs. The government provided the rooms, heat and light, and 
janitorial service. The legality of conducting such a school was cj[ues- 
tioned by the Comptroller General in 1940,^"’ and the task force of 
the Hoover Commission in 1949 recommended that Congress enact 
general legislation setting forth the training responsibilities of govern- 
ment agencies. This had not been done, however, as of 1953. 

76th Cong., 3d sess., S. Doc. 182, Apr. 2, 1940. 
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The growth of the research and scientific work of government has 
raised some new questions about the place of education and training 
in administrative agencies. Should most basic research of government 
interest be performed under contractual relations with state and pri- 
vate universities, or by government laboratories? Should government 
scientists be given periodic leaves with pay to obtain additional edu- 
cational experience? Should government research facilities be made 
available to university research personnel? These are not simple mat- 
ters to decide, and a variety of arrangements may be found in prac- 
tice. 

As a general proposition it appears to the author that management 
should confine its training interests to what may be called “on-the- 
job’' training, even though some circumstances warrant a fairh' elastic 
interpretation ol the scope of such training. Vocational training, un- 
dergraduate education, professional education, and graduate study 
should remain the province of the educational facilities of oar so- 
ciety, such as the public schools and the public and private univer- 
sities. These institutions are responsive to requests of government 
agencies for educational sciA'ices, and cooperation is easily arranged, 
as when New York University and Syracuse University joined in 1947 
to provide courses in Albany for stale government employees. The 
author is disposed to believe that most basic scientific research is 
better done under contractual arrangemenls with universities. Some 
such general policy iiiulcTstanding as tins would fix limits to what 
management itself will endeavor to do in training its employees. 

Efficiency Ratings 

From time to time during the course of an individual’s employment, 
supervisors and ]3cvsoniie] specialists are confronted with the task of 
evaluating employee performance. In many government jurisdictions 
“efficiency rating,” as it is ternud, has become a highly standardized 
and complicated practice. 

The objectives in efficiency rating are first of all to make sure that 
an employee is rendering satisfactory performance in his job, and 
second to provide a comparable basis of iudginent among individuals. 
Such a basis for comparison becomes iijiportant in considering both 
salary increases and possible promotions. The basic problem in effi- 
ciency rating, however, is that of trying to achieve “objective” evalua- 
tion of an employee’s work. Obviously, a supervisor’s judgment about 
the performance of an employee must reflect subjective and intan- 
gible considerations. Much necessarily depends upon personality fac- 
tors, and in some instances these may result in favoritism and even 
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collusion which discriminates against certain employees. Accordingly, 
efliciency-rating systems have attempted in so far as possible to chan- 
nel subjective elements of judgment into standardized paths. Much 
time and ingenuity have been spent in trying to devise the perfect 
evaluation form and procedure. The results have not been very sat- 
isfactory. 

In 1949 the personnel task force of the Hoover Commission called 
attention to several well-known defects in the efficiency rating prac- 
tices of the Federal government. The supervisor was expected to say 
in effect that an employee was good and ought to be promoted, or 
that he was poor and should be demoted or fired. Under the circum- 
stances supervisors tended to avoid employee difficulties and to rate 
everyone as good, very good, or excellent. The employee might take 
his rating to a higher official and argue at length that his work was 
not properly evaluated. Moreover, each government agency was ex- 
pected to use a standard efficiency-rating form which might or might 
not fit the peculiarities of the job and which suggested ideal per- 
formance standards rather than a comparison with other employees. 
Two essentials of performance evaluation, the task force declared, were 
being overlooked. One was the need for periodic review between su- 
pfT visor and employee of the latter’s development in his job and of 
weaknesses still to overcome. In addition, the evaluation procedure 
emphasized perfonnance rather than growth and further growth po- 
tential. Accordingly, the task force recommended that efficiency rat- 
ings be confined to an appraisal of employee performance, progress, 
and growth potential, that the use of summary ratings (excellent, very 
good, good, etc.) be discontinued or made optional, that ratings be 
discussed between supervisor and emi)loyee, that higher management 
discuss ratings with supervisors to see what could l)e done to improve 
employee performance, that ratings be used in estaV)lishing promotion 
registers and in selecting employees for advanced training but that 
any suggestion of automatic personnel action following a rating be 
dropped. 

Some progress toward a new system of perfonnance evaluation be- 
came possible with the passage of the Performance Rating Act of 
1950, approved September 30. Ratings were still geared to certain per- 
sonnel actions, since automatic pay increases up to the maximum level 
followed a rating of “good” or “outstanding,” and removal or reassign- 
ment was necessary for those labeled “unsatisfactory.” But each de- 
partment or agency was now made responsible for developing its own 
rating system, subject to approval by the Civil Service Commission. 
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The law also required that employees be informed of the proper per- 
formance standards fixed by the agency. 

The development of efiBciency-rating forms has become a special 
technique in itself. Some personnel officers have insisted that tlie num- 
ber of traits selected for evaluation should be kept small, that the 
traits must be observable in the performance of the work and de- 
scribable in simple terms, and that the traits must reflect the diver- 
gent aspects of an individual’s performance. Traits to be evaluated 
should be presented in the form of questions such as “Does an em- 
ployee work hard?” and not in simple terms or phrases such as “in- 
dustry.” There has been some debate, furthermore, about the number 
of gradations which are desirable in evaluating performance. Again, 
should these gradations be presented in simple terms such as “excep- 
tional, ” “good,” “average,” “poor,” or as descriptive alternatives pecul- 
iarly related to each trait to be measured? These and similar con- 
siderations have occasioned extensive arguments among rating tech- 
nicians. 

Since it is commonly realized that the major difficulty in efficiency 
rating is the supei'visor himself, the mechanics of rating jorocedure try 
to restrict subjective discretion. In addition, the more carefully super- 
visors are instructed in the puiposes and mechanics of efficiency rat- 
ing, the more satisfactoiy usually is the final product. Despite exten- 
sive efforts in both directions, whether efficiency rating is generally 
to be regarded as a nuisance, a waste of time, or even undesirable 
remains an open (piestion. Yet employee evaluation has to go on con- 
stantly in any administrative organization. T he real problem is sim- 
ply how formalized shall be the procedures of this job rating. Quality 
of work must be judged unless all personnel actions are to be based 
solely upon seniority. 

Promotion and Transfer 

A system for promotion of government employees is commonly rec- 
ognized as an important element in personnel management. When the 
policy is adopted of filling higher positions from employees already 
within the service, improved morale and efficiency in operations are 
expected to result. Employees then compete with one another in their 
desire to obtain advancement. The prospect of increased responsibility 
and compensation may serve as a stimulus to better performance and 
greater effort on the part of the worker. Moreover, the appointment 
of employees to top positions develops continuity in operations and 
ensures experience in the direction of activities. 
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As we have noted earlier, there are, of course, valid reasons which 
may be invoked at any time against the practice of promotion from 
within. An operating agency may be in need of new blood, new im- 
agination, and new direction. On occasion the best-qualified personnel 
may be found only outside tlie service itself, perhaps from state and 
local governments or even from private business and educational in- 
stitutions. General civil service practice in the United States makes 
appointment to top positions from outside the civil service itself al- 
ways possible; this is undoubtedly a desirable safeguard. Yet promo- 
tion from within is a useful part of present-day personnel manage- 
ment. 

The mechanics of promotion, however, are much more diflScult to 
devise. For one thing, there is the problem oi fixing definite stops or 
sequence in promotion. In the second place, there is the problem of 
selection for promotion. And third, there is the problem of transfer 
to related activities as a means of providing promotion for the individ- 
ual employee. 

In certain of the career services, definite avenues of promotion have 
been designated. This is true, for example, in the Army, Navy, and 
Air Force; in the Public Health Service; in the Foreign S(n*vico; and 
in the Forest Service. The same thing is true of the imiformed serv- 
ices, such as fire and police, in state and local government. Yet these 
tend to be exceptions ratht^r than the rule, especially in the* Federal 
government. In all these cases promotion dt^pends upon vac ancies in 
higher grades. But in the Federal service, lor the most part, there are 
no fixed avenuc?s of experience or service which lead to dc‘llnite supe- 
rior positions. Much depends upon the circumstances and the person- 
ahties involved when supervisory positions become vacant. 

In some ways, the absence of definite a\’cnues of service and ex- 
perience in order to obtain future promotion is an advantage. The 
individual may have greater opportunity for advancemeiil, and top- 
management officials may have a wider range of sc'lcction in filling 
positions. On the other hand, the absence of carefully worked-out 
lines of promotion may mean that some competent personnel are 
disregarded. Much depends, then, upon chance— ux)on personal ac- 
quaintance and upon individual knowledge about various vacancies. 
No mechanics can completely eliminate this situation. Yet certainly 
much can be done to outline, at least, possible careers in the public 
service and to broaden the area of selection in promoting personnel. 
This remains one of the continuing challenges to personnel manage- 
ment. 
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In 1938 President Roosevelt by executive order directed depart- 
ments and agencies to establish promotion systems. This effort was 
presumably under way whe^n defense operations began in 1940. The 
greatly augmented demands for Federal personnel during the war 
years made a promotion program meaningless. In 1949 the Hoover 
Commission recommended that each agency be required again to 
pay more attention to the problem. The Civil Service Commission in 
1950 issued insti'uctions for each agency to establish a systematic pro- 
motion program. The most common criticism of these efforts, appar- 
ently, is that competition for promotion is usually confined to a very 
narrow part of an organization.^^ 

In 1946 the United States Civil Service Commission organized an 
Interdepartmental Placement Committee to encourage the transfer of 
career employees capable of filling higher vacancies in other agencies. 
Some three hundred to four hundred placements a year resulted from 
this effort. In addition, the Commission, in 1951, took another step in 
this direction by setting up an examination for “Federal administra- 
tors.” Competition was limited to persons currently employed by the 
Federal government at the rank of GS-12 or above, regardless of 
occupational specialty, A written test was administered designed to 
indicate administrative judginent. The results were used as a means 
for identifying persons who niight be transferred among agencies to 
fill the highest positions. 

Civil service practice generally contemplates that promotion, like 
initial appointment, will depend upon competitive evaluation of ap- 
plicants. Civil ser\’iee laws and regulations often require competitive 
examinations as the basis of promotion. Such has been the practice in 
police and fire services in local government; such has occurred also 
in the selection of postmasters and even in the appointment of bureau 
chiefs in the Federal government. Similarly, competitive examinations 
have been given from time to time for promotion of clerical and 
stenographic personnel. Wherever there are a large number of vacan- 
cies to be filled or w here there is a considerable number of individuals 
within government service from whom selection for promotion may 
be made, competitive examination seems desirable and even neces- 
sary. On the other hand, many promotions in the Federal government 
are made on a noiicomiDctitive basis; this is particularly true in the 
higher administrative and professional levels. In these instances, top- 
management officials may declare that only one or t\vo individuals 
are qualified by experience for a promotion and that there is little 
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point in having open competition. In such instances the Civil Service 
Commission has ordinarily permitted administrative officials to make 
promotions at their discretion, provided the Commission is satisfied 
that satisfactory standards have been observed. Some flexibility in 
promotion practice is certainly desirable. 

Often efficiency ratings are used as the basis of promotion. As the 
sole criteria of selection, however, eflBciency ratings continue to have 
too many defects to be an entirely trust\\^orthy guide. Some of the 
career services follow the general practice of setting up selection 
boards. The advantage here is to mitigate the element of single indi- 
vidual choice in determining who shall be promoted. The Armed 
Forces of the United States now have such ^election boards. In addi- 
tion, they follow the practice of compelling the retirement of those 
persons who, having served a number of years in the service, are 
passed over at least three times for top promotion. 

There is general agreement among personnel specialists that senior- 
ity alone as the basis of promotion is undesirable. Yet in many in- 
stances top administrators find seniority a convenient method of 
avoiding the charge of favoritism and personality influences in making 
promotions. Seniority, of course, tends to discourage younger people 
in any agency or service and to give a certain rigidity of outlook to 
administration. Yet it is easy to understand why it continues to be so 
popular as a basis of promotion. Certainly years of service ^s an im- 
portant element to be considered in promotion practice. 

Transfer involves the movement of an employee from one agency 
to another. Within some operating units such transfers are directed 
by top management. An individual is observed to have desirable char- 
acteristics. His service may then be needed in another part of an 
operating agency. Usually such transfers open the way for future 
promotion. 

Yet transfers directed by a top administrator occur only within 
limits. A bureau chief may keep careful record of the performance of 
subordinates and watch for opportunities to move the more promising 
persons from one type of job to another. Such reassignment is en- 
tirely within the administrative authority of a bureau chief. Yet in the 
Federal government, particularly, the movement of employees from 
bureau to bureau within a large department may occur rarely, and 
from department to department directed transfers are virtually un- 
known. The same situation prevails in most state and local govern- 
ments. The explanation is partly a matter of size and partly a matter 
of the absence of both the machinery and the desire to effect such 
transfers. In smaller administrative units, such as a bureau, the top 
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administrator may become personally acquainted with many of his 
subordinates. His personnel assistant may be alert to identify promis- 
ing individuals and to recommend reassignment in order to broaden 
the individuals’ experience and to ensure future promotion. Many 
department and agency heads, on the other hand, are only indiffer- 
ently acquainted with subordinates other than the immediate heads 
of operating units. Their personcl offices often make no attempt to 
seek out promising individuals in operating units and move them 
from one bureau to another. A high degree of specialization in gov- 
ernment service may partly obstruct such transfers. 

During World War II the Civil Service Commission in its wartime 
regulations limited transfers of employees from one agency to another. 
This step was taken in order to prevent “raiding” by agencies experi- 
encing difficulty in obtaining the numbers and types of employees 
necessary for war activities. In addition, there was much criticism that 
some employees were seeking a constant switch of jobs in order to 
obtain higher pay. In consequence^ most government employees dur- 
ing the war years were “frozen” in their jobs. This was an unusual 
step, however, and one which does not ordinarily prevail. Most super- 
visors or top administrators are willing to release subordinates to an- 
other agency if they desire to make the shift. The Civil Service Com- 
mission in general has sought only to make certain that classification 
standards are not violated by such transfers. 

There is no simple solution to the problem of promotion and trans- 
fer. The administrator must make every effort to kcej) and advance 
the subordinates most urgently needed in the performance of a par- 
ticular service. Other crnx^loyees may be encouraged to seek a trans- 
fer elsewhere. Still other employees may be content to remain at a 
particular level of activity and compensation. Not everyone can be 
promoted. Management must seek to ensure simply that the ablest 
employees rise to the top. 

Discipline and Dismissal 

Discipline is one of the most perplexing personnel problems con- 
fronting any administrator or supervisor. It is a phase of personnel 
management which cannot be delegated to a personnel specialist. In 
the strictest sense, discipline is th(‘ negative aspect of administrative 
leadership. Positively, any supervisor or administrator must give a 
major part of his own personal effort to evoking the best productive 
response from his assistants and subordinates. But always in the back- 
ground there remains the weapon of discipline as a final resort in 
attempting to achieve satisfactory work performance. 
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Most supervisors and administrators in one way or another realize 
that any formal act of disapproval of an employee s work is to be 
utilized only when all positive efforts at leadership have failed. In 
any large organization, especially, there will probably always be some 
employees who must be threatened in order to obtain even passable 
work effort. Discipline, then, is a kind of administrative punishment, 
to be used sparingly and carefully. At the same time, it must be used. 
For the continued infraction of work habits or the disregard of ex- 
pected work customs and organizational loyalty which are overlooked 
by a supervisor or administiator may become infectious. Notliing can 
so quickly destroy administrative effectiveness as a widespread sense 
of the complete absence of discipline in a’l organization. 

Unquestionably, the discipline problem becomes most bothersome 
in an organization where supervisors and admiiiistrators fail to exer- 
cise positive leadership of employees. When clear and concise instruc- 
tions are given to an employee, when the work habits and customs are 
carefully stated and generally known, when the ability and fairness 
of the supervisor or administrator are commonly realized, discipline 
is usually a simple problem. Under the reverse conditions, infraction 
of even minor rules and regulations may be widespread. Then there 
are always some supervisors who find it easier to direct by some 
means of fear rather than by evoking a positive response. Such ad- 
ministrators may have to be endured; they do not make for effective 
management. 

In general, discij)linary action may be divided into tAvo broad cate- 
gories. There arc first of all the various actions which a supervisor or 
administrator may take without the approval of a superior. The repri- 
mand and reassignment of duties are the most common such actions. 
The supervisor may warn an employee that his work habits or work 
performance are not satisfactory. He may reflect this judgment in 
efficiency ratings. In the second place, disciplinary action may be of 
a more formal and far-reaching character. In some organized services, 
such as the police and fire departments of cities or other uniformed 
services of various governmental levels, an employee may be disci- 
plined by demerits or a loss of promotion rights. A few governmental 
jurisdictions may still make use of the fine, although this practice has 
practically disappeared. Continued tardiness may even be punished 
by a reduction in pay; this practice is more common, although in 
effect it amounts to a fine. The final steps in discipline are suspension 
without pay, demotion, and actual dismissal. 

The complaint is often made that civil service rules in various gov- 
ernmental jurisdictions hinder or prevent the effective discipline of 
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employees. Actually, such a complaint is more apt to reflect the temer- 
ity of the administrator than the actual restrictive nature of the civil 
service practices. As the distinguished head of a large department in 
New York City once wrote: “The dismissal of employees is always a 
difiicult and distasteful business, but no public official is worth his 
salt who does not face that issue courageously. The head of a de- 
partment always must accept his full responsibility to manage his 
department and control its operations in the area of personnel as else- 
where.” Civil service rules are intended merely to prevent suspen- 
sion, demotion, or dismissal for political or religious reasons. Dis- 
missal for political reasons has been so common a practice in Ameri- 
can government that some safeguard is necessary. To be sure, a dis- 
ciplined employee may raise the charge that action was taken against 
him for political or religious reasons. But certainly in the Federal gov- 
ernment, and in other jurisdictions as well, the administrator who can 
indicate that there was reason for his disciplinary action will face 
virtually no criticism and certainly almost no possibility of rcv^ersal. 

The civil service regulations of the Federal government provide that 
an administrator may suspend, demote, or dismiss an emx^loyee in the 
classified service “for such cause as will promote the efficiency of the 
service.” The only restriction u^xm his action is the requirement that 
he set forth reasems for his action in writing. The disciplined emx>loyce 
must be given notice of the disciplinary action and of any charges 
against him. He is permitted, furthermore, a n'asonable time in which 
to reply. But the disciplined employee is not given an opportunity to 
examine witnesses or to receive a hearing ux)on the charges against 
him unless the administrator taking discix:)linary action against him 
so desires. Furthermore, the Civil Service Commission will not re- 
view the sufficiency of the administrator’s reasons for disciplinary ac- 
tion unless the discixilined employee is a veteran or unless he can offer 
fairly substantial grounds for complaining that action was taken for 
political or religious reasons. 

I’here arc a number of sj^ceific reasons, likewise, which are recog- 
nized in civil service regulations as jiist cause for removal from the 
public service. The regulations of the Federal government are not too 
different fiom those to be found in most other civil service jurisdic- 
tions. Thus Federal cm[)lo)a'es ii^ay be reanoved because of physical 
or mental unfitness; criininal, infamous, di.shonest, immoral, or no- 
toriously disgraceful conduct; intentionally making a false statement 
in obtaining certification for apx^tnntmcnt; refusal to furnish testimony 
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on any pertinent employment fact; habitual use of intoxicating bever- 
ages to excess; and making an illegal appointment, such as appointing 
a noncitizen when the individual himself made no effort to conceal 
this fact. In addition, as has been pointed out above, an employee of 
the Federal government or of state and local governments partially 
compensated from Federal funds must be dismissed when he en- 
gages in political activities prohibited by the Hatch Acts. Finally, 
under Federal law and executive order, an employee about whose 
loyalty to the government of the United States there is reasonable 
doubt may be dismissed from government service. It was estimated in 
1952 that 24,000 discharges were occurring in the Federal service a 
year and that 36 per cent were for inefBci mey and 20 per cent for 
abuse of Icave.^® 

The importance of not vesting complete discretion for dismissal in 
department heads has been revealed from time to time, especially in 
state and local juiisdictions. Thus Michigan in 1937 provided by law 
that a department head might dismiss an employee ‘'whenever he con- 
siders the good of the service to be served thereby.*' The Civil Service 
Commission of the state, however, might review such dismissals and 
recommend modification or reinstatement. When a Republican ad- 
ministration replaced a Democratic administration in the state in 1939, 
there were some 622 dismissals in a nine-month period. In the review 
of 220 of these cases the state civil service commission decided that 
only 93 had been for the good of the service and that 127 were defi- 
nitely motivated by political considerations. In every one of these 
latter cases, the departments reinstated the employees without pro- 
test."'* 

Realizing the seriousness of disciplinary action and attempting to 
avoid unfair discrimination by supervisors, many administrators estab- 
lish some kind of review machinery before disciplinary action is taken. 
Often suspension without pay, demotion for cause, and dismissal can 
be taken only by a bureau chief or department head personally; subor- 
dinate supervisors can only recommend such action. In addition, the 
bureau chief or department head ordinarily asks his personnel official 
to investigate the circumstances when such a recommendation is 
made. In some instances the top administrator may even go farther 
and set up a review board to hear the individual if he wishes to con- 
test the charges made against him. When such arrangements as these 
are created, there is the danger that the supervisor may feel that he 

Lcich, op. cit.y p. 124. 
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is on trial rather than the employee against whom he has recom- 
mended disciplinary action. At the same time, top administrators 
usually find it desirable to avoid the appearance of approving such 
far-reaching action without considering the employee’s own individual 
circumstances. On the whole, it is surely desirable for a top adminis- 
trator to have his personnel office inquire into each individual case of 
disciplinary action before it is approved. Such inquiry can be made 
without embarrassment to the supervisor or the individual employee. 
Such procedure is also a desirable safeguard from the employee’s point 
of view. Certainly no disciplinary action should ever be taken which 
suggests punitive action by a supervisor because of personal difficul- 
ties with an employee. 

Disciplinary action is not impossible in the public sei^vice; rather, 
it is fairly common. Certainly administrators must have disciplinary 
powers in order to perform public service effectively. They not only 
must possess such authority but must exercise it when needed. Rut 
disciplinary action is a final resort, ll is and should be used only when 
all other efforts to obtain the desired work response from an em- 
ployee have failed. 

Reduction in Force 

C^ontraiy to the opinion which prevails in some quarters, many gov- 
ernment agencies from time to time face the i^roblern of reducing 
their personnel. The problem is always a difficult one which requires 
the greatest tact and discretion. 

There are various standards upon which to base* the selection of 
employees for separation because of curtailment of activities. Ideally, 
to be sure, administrators should utilize a necessary reduction in force 
as an occasion to separate the least-efficient workers, while retaining 
those whose past perfoiTnance has been mo.st satisfactory. Such pro- 
cedure was recommended in 1049 by the Hoover Commission. Be- 
cause it is so difficult U) identify clearly those who should be retained 
on the basis of efficiency, management soinetiines falls back on the 
standard of seniority. In a career system there is good reason for this. 
In addition, in the F’ederal government, veterans must be given pref- 
erence, especially if they have permanent status. 

The gieatest complexity in reJnctioiis in force arises in the matter 
of the extent to which transfers shall be attempted. If an agency 
comes to an end, or is greatly reduced in size, shall its senior em- 
ployees and its veterans be transferred to another agency and its 
junior employees dismissed, or shall the dismissed employees simply 
be given preferential leemployment privileges? 
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In the Federal government a rather elaborate procedure was 
worked out for curtailing the number of employees after the end of 
World War 11. Certain categories of personnel were to be separated 
first, such as those serving under temporary appointments of one year 
or less and employees serving probational or trial periods. For all 
other employees a system of "reduction credits” was established, 
which gave numerical ratings for years of service and for efficiency 
ratings. All employees were then divided into four categories: em- 
ployees without military preference with only a fair efficiency rating, 
employees having military preference with a fair efficiency rating, 
employees without military preference having efficiency ratings of 
good or better, and employees having military preference with effi- 
ciency ratings of good or better. Reductions in force were then to be 
made in these four categories of tenure according to the reduction 
credits of the individual employee. In addition, reassignment rights 
were given to those in the top categories. As many as four or five re- 
assignments might then result from abolishing one position. After 
1950 the Civil Service Commission decided that no new ax^pointinents 
should be of a permanent nature and restricted reassignment rights 
to those with permanent tenure. Otherwise, displaced career em- 
ployees simply enjoy top priority in obtaining future employment. 

Retirement ^ 

Governmental jurisdictions in the United States were late in adopt- 
ing retirement plans for public emxjloyees. There was no retirement 
law in the Federal government until 1920. At llu; time, only three 
states had previously passed general retirement legislation, and that 
in the period from 1911 to 1919. Today, most states and cities have 
retirement systems of either a general or specialized character.'^® 

Executives and administrators in public service cannot in their own 
discretion establish retirement systems, nor can they modify these 
systems once they have been established. Retirement arrangements 
depend upon legislative enactment. On the other hand, a chief execu- 
tive and his personnel supervisors have a continuing obligation to 
examine the adequacy of a retirement system and to recommend de- 
sirable changes to the legislature. 

The absence of a retireincmt system usually results in the continua- 
tion of public employment long beyond the peak of individual pro- 
ductive effort The public payroll itself may become a kind of pen- 
sion system, retaining employees simply because no provision has 

20 See Mosher and Kingsley, op. cit., pp. 508-511. 
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been made to provide them some compensation once they have 
ceased to be "active” workers. Such a situation not only becomes 
costly to the public service in terms of the employment of individuals 
incapable of average productive effort, but also discourages younger 
persons in the service whose opportunities for promotion are thereby 
blocked. 

Whether there should be compulsory retirement, and the age when 
such retirement must occur, are subjects of continuing argument. In 
the Federal government at the present time, retirement is compulsory 
at seventy years of age for general civil service positions. The Presi- 
dent by executive order, however, may authorize the continuance of 
an employee in public service beyond that age when he possesses 
"special qualifications.” Many retirement systems provide for a com- 
pulsory retirement at sixty-five. In the next few years, as the life ex- 
pectancy lengthens and the average age of our population increases, 
sixty-five may be too young. On the other hand, seventy as the com- 
pulsory age of retiiemont seems not unreasonable, particularly when 
in unusual circumstances an exception becomes possible. Even so, it 
is to be assumed that exceptions will be rare and for only a limited 
period of time. Voluntary retirement may be permitted after twenty 
or thirty years of service, or upon attaining sixty, sixty-two, or si.xty- 
fivc years of age, with a certain minimum period of service. 

The details of retirement systems arc too tec'hnical for considcira- 
tioii here.“^ In general, a contribiitoiy scheme has been favored, with 
like contributions recpiired from the employee and the government 
employer. In the Federal government at the present time the em- 
ployee contribution amounts to 6 per cent of compensation. The gov- 
ernmemt in turn contributes an amount necessary to pay retirement 
benefits as provided under the rctiK'incnit law. 

From the point of view of management, administrators have sev- 
eral essential interests in the iT'tirement system as it affc-icts public 
employees. In the first place, the system must stipulate retirement 
ages so that this is riot left entirely to the discretion of the adminis- 
trator. Virtually all public retirement systems fix a statutory retire- 
ment age, either compulsory or voluntary, on the part of the employee. 
In the second place, the benefits provided from the system must be 
adequate to support the public employee after retirement. Relatively 
meager retirement benefits may have consequences almost as unde- 
sirable for the public service as no benefits at all. In the third place, 
in order to retain a sense of fair play on the part of the employee, the 

The two types, the cash disbursement and actuarial reserve, are briefly sum- 
marized by Mosher and Kingsley, op. cit., pp. 513-522. 
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retirement system must provide for a return of the employee’s con- 
tribution, with interest, if he voluntarily resigns or is dismissed be- 
fore retirement age. In addition, in event of death the employee’s 
contributions, with interest, should be payable to his heirs. When 
such conditions as these are not met in a retirement system, dissatis- 
faction and even hostility are apt to arise between employees and 
management. The fact that most governmental retirement systems 
do not provide for any transfer of benefits when the employee moves 
from one jurisdiction to another is becoming a serious problem toda)^ 

The management of a retirement system requires special arrange- 
ments. Usually a retirement system is operated for the benefit of 
all employees of a government jurisdiction. The major part of the 
administrative load is then carried by a central administrative agency. 
The records of employee contributions and the determination of em- 
ployee retirement payments or refunds are large-scale clerical opera- 
tions. In almost all jurisdictions there is more than ample room for 
considerable improvement in the operation of the retirement system. 
In addition, the management of the retirement fund requires par- 
ticular care. Some government jurisdictions or some specialized re- 
tirement funds, as those for police and firemen, make provision for 
the employees themselves to elect up to one-half of the trustees of a 
retirement fund. No such arrangement exists in the Federal govern- 
ment where the retirement fund is managed entirely by the United 
States Treasury. In some state and local governments retirement funds 
have been mismanaged and even dissipated. Under such circum- 
stances the whole retirement system is jeopardized. If the employee 
does not possess complete confidence in the integrity of the manage- 
ment of a retirement fund, a retirement system cannot serve its funda- 
mental purpose. 

Personnel Control 

No matter how careful the initial personnel planning by manage- 
ment, only experience can reveal whether all employees are being 
fully and effectively utilized to contribute to the end purposes of an 
agency. And even though appropriations authorize a certain number 
of employees, this is no guarantee that the best use is being made of 
their services. Only a management improvement program can help 
management dettTmine whether personnel resources are being well 
used. Such a program may be given additional incentive by a system 
of personnel controls which requires operating officials to justify their 
total number of employees every three months or so. Such a system 
was established by law in the Federal government during World 
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War II.^^ In some departments, as in the War Department, this was 
accompanied by an effort to develop "yardsticks" in terms of work 
load and past experience to decide just how many employees might 
be needed.^® 

Whether rigorous personnel ceilings are required in peacetime ad- 
ministration seems dubious. Ordinarily, budget ceilings fix an upper 
limit to the number of employees an agency may hire. The task of 
management is to make the best possible utilization of this number 
in rendering maximum possible public service. 

Personnel Records and Statistics 

Personnel management is impossible without adequate records and 
statistics. Management must know who its employees are in terms 
of qualification and job assignment, age, tenure, turnover, location, 
and other characteristics. Such data are needed for budget purposes, 
in planning personnel programs, and in answering misconceptions 
about the public service, such as the common assumption that all. 
government employees are clerks. Actually, most employees of the 
Federal government are industrial-type workers employed in arsenals, 
shipyards, supply depots, and other installations of the Armed Forces. 
Another 20 per cent are postal employees. Most local government 
employees are schoolteachers. 

Management must hav(‘ adequate personnel data, but its record 
keeping can also get entirely out of hand. This is another phase of 
personnel work requiring constant attention. 

General 

Regardless of the progress made in government personnel practice 
in recent years, there is still vigorous criticism. One person leaving 
government service after several years has written that Federal per- 
sonnel practice is inflexible and unadaptalfle to special circumstances, 
does not eliminate political pressures, places too much emphasis upon 
status and tenure, has failed to develop adequate recruitment tech- 
niques, makes reduction in force too complicated, and discourages 
the dismissal of employees for reasons oi inefficiency.-* A former Civil 

Edgar Young, '‘The Control of Go\'emment Employment,” in White, ed., 
op. oif., p. 160. 

2'' Sue George W. Peak, “The War Department Manpower Board,” The Ameri- 
can Poliiical Science Review, aoI. 40 (February, 1946), p. 1; and Pierre S. Palmer, 
Jr., “Manpower Control in the Air Transport Command,” Public Administration 
Revietv, vol. 7 (Summer, 1947), p. 184. 

Bernard L. Gladieux, “Ci\ il Servic‘<^ vcrsiis Merit,” Public Administration Re- 
view, vol. 12 (Summer, 1952), p. 173. 
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Service Commissioner has responded by calling attention to the many 
efforts made to improve government personnel practice in recent 
years, such as the delegation of more authority to department and 
agency heads, new recruitment techniques, examinations for higher 
positions, the large volume of government dismissals, and efforts to 
reduce paper work.^'^ 

There is no surcease to the task of improving government personnel. 

Robert RniTispeck, "Administrative Flexibility in the Federal Civil Service," 
Public Administration Reviem, vol. 12 (Autumn, 1952), p. 234. 



CHAPTER 14 Leffol Service 


The lawyer has an important part in the top levels of management 
in the public service. The department head and the bureau chief 
must necessarily rely heavily and continually upon legal advice and 
assistance. The public service depends upon law. While the public 
administrator may lay claim to implied powers, rarely indeed, if ever, 
can he lay claim to inhereni power. The authority of the public ad- 
ministrator is derived from the legislature and the chief executive, 
and is subject to scrutiny and interjiretation by the courts. In the 
alisence of statutory or executive authorization, an assertion of ad- 
ministrati\e power will ordinarily fail. 

In simplified terms, the proposition may be stated in this way. 
In our private, or nongovernmental, group operations, we may usually 
do anything not specifically prohibited by law. Occasionally, in our 
corporate activiti(‘s the questions of authority to engage in certain 
activities may be raised, but the corporate charters and laws of some 
slates convey very broad powers. Thus, outside govenunent service, 
the customary situation we confront is that we are free to do what- 
ever has not been restricted by law. Wc* seek legal advice about the 
limitations we must obs<'.rve in our acti\ities. In the public service 
the exact reverse is true. The administrator must have legal advice 
about what it is that he is permitted to do. In operating government 
services, the administrator may do onl\' what he has been legally 
empow^ered to do, and in the absence of legislative or executive 
authorization he may not act. 

Obviously, then, management requires legal advice to guide its 
actions along the authorized paths. The lawyer thus becomes an in- 
dispensable part of management. To be sure, not every government 
administrative agency may have its own lawyer or legal staff. We 
shall say more about legal organization in a moment. But chief ad- 
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ministrators and their principal associates must have exact knowledge 
of the laws they administer. The complexity and the controversial 
nature of their work will determine whether formal legal advice must 
be obtained periodically or continually. 

In those agencies where legal problems are numerous, the lawyer 
becomes a major participant in guiding the formulation of top policy. 
The general counsel, solicitor, or legal adviser— however he may be 
labeled— ranks with the closest associates of an administrator in con- 
sidering the lines of action to be taken and the methods of procedure. 
The very nature of the legal basis of administrative authority makes 
this participation necessary. The situation v^as well expressed in one 
official government report in these words: ^ 

We have been forcibly impressed by the pervasive role played by the 
lawyer in the administration of the American Government. Every branch of 
the Federal Government proceeds iindca* specific statutor}’' authority, and 
eve'ry statute and every executive action is subject to the limitations of the 
Constitution. There inevitably arise a swarm of legal problems around cveiy 
officer charged w’ith administrative responsibility. Legislation must be con- 
strued; proposed acts or regulations must be drafted; hearings must be held; 
legal opinions must be prepared; litigation must be conducted. The lawyc^r, 
in contrast with the ordinary professional employee of the Government, is 
inevitably thrown into the heart of the policy-making process and of neces- 
sity has an important, and often a controlling, voice in the major issues of 
his department or agency. 

Because the lawyer is so important to management, it is essential 
for government agencies to have competent lawyers. There has been 
a good deal of controversy about whether or not lawyers shoidd be 
api'iointcd in administrative agencies through civil service procedures.^ 
We need not debate this subject here. At the present time in the 
Federal government lawyers are not selected under any formal merit 
scheme; the same situation exists in most state aiid local governments. 
But howe\'er they are chosen, the need for able lawyers in the public 
service cannot be questioned. It is sometimes maintained that any 
lawyer admitted to the bar in one of the states has thereby demon- 
strated his personal qualification to handle legal matters. But formal 
educational prerequisites and a system of bar examinations have be- 
come general in most states only in the past twenty or twenty-five 
years. It will be a similar length of time before it can be assumed 

^ Report of President's Committee on Civil Service Improvement, 77th Cong., 
1st sess., H. Doc. 118, February, 1941, p. 31. 

2 Ibid,, pp. 31-55. 
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that all lawyers at the beginning of their career have met certain 
educational and other tests of individual competence. 

Under existing and probably future circumstances there will be a 
good deal of difference in the abilities of the lawyers who are hired 
by government. It seemed apparent in its court contests that the 
Roosevelt administration made a grave mistake in the early 1930*5 
in not insisting upon top-quality legal service. Conceivably, some of 
the adverse decisions rendered by the courts might have been avoided 
if more care had been given to the ability of those appointed to major 
legal positions. This error was not made, for example, when the Ten- 
nessee Valley Authority retained s(‘parate counsel to represent it in 
the original attack upon the constiliitionality of its legislation. The 
counsel so retained, Mr. John Lord O'Brian, had been assistant to the 
Attorney General of the United States during the Hoover adminis- 
tration. He succeeded in defending the TVA legislation before the 
Supreme Court. The emergency war agencies during World War II 
were generally well serv(‘d by the quality of the lawyers who joined 
their staffs, as were the War and Navy D('partinents, who persuaded 
men of eminent legal ability to join them for the duration. A Demo- 
cratic administration may prefer Democratic laM^yeis and a Republi- 
can administration may prefer Republican lawyers, but management 
is well served only when it has highly competent legal personnel 
available to advise it. 

Occasionally one encounters criticism that lawyers tend to domi- 
nate policy discussions in the public service. A good deal of Con- 
gressional criticism arose against th(j legal staff of the Office of Price 
Administration during World War H on the grounds that the general 
counsel was too inflnential in determining ]uice jxdicy and that the 
legal personnel lacked an appreciation of business problems.'* Some- 
times one hears administrators complain that government lawyers are 
overly cautions and tend to hinder rather than to help management 
in meeting administi ative problems. Such commenls mendy under- 
line the importance of the legal service available to management. 

Wc may note in passiifg that lawyers frequently move from legal 
staffs into positions of gcaieral administrative authority. To be .sure, 
many of those selected l)y dcpartiufait heads as their assistants in 
managing an agency may be lawyers, since govcTumt'nt service has 
always attracted a good number of persons of legal training and ex- 
perience. There is no reason why a lawyer who demonstrates adrninis- 

3 On this point, as well as on legal serviee generally, sec Problems in Price Con- 
trol: Legal Phases, Oflice of I’rice Adiiiini.stiation, Historical Report 11 (Wa.shing- 
ton: Government Printing Office, 1947). 
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trative capacity and interest should not rise to top-management posts 
the same as any other professionally competent person. But it does 
seem important to distinguish between the lawyer turned adminis- 
trator and the lawyer serving as a lawyer in presenting legal advice 
to management. The nature of the duties required by the two kinds 
of positions is different. 

When a Department of Justice was established in the Federal gov- 
ernment in 1870, Omgress endeavored to concentrate all the legal 
activities of Federal administrative agencic's in that department."^ 
Heads of other departments were generally prohibited from employ- 
ing their own separate legal staff. Some of the officers of the Justice 
Department staff continued, however, to specialize in legal work 
arising out of particular departments and agencies. In addition, new 
agencies, such as the Interstate (Commerce Commission, accpiired their 
own separate legal staffs. In 1928 one study found that tht'rc were 
919 legal positions in administrative agencies in Washington, of which 
only 115 were officially under the Attorney General. The Treasury 
Department had the largest legal staff with 253 positions. Then in 
1933, by an ex(’cutivc order. President hoose\x*lt transferred those 
solicitors for departments still in the Justice Department to the de- 
partment each served and gave complete responsibility to each de- 
partment and agency for the conduc^t of its own internal h'gal work. 
The Justice Departincnit retained control over all litigation in the 
name of the United States, and dc'parlrncujts and agencies could go 
into court only by permission of and in association with thc^ Attorney 
General. There was some opposition to this arrangement for a time, 
but as a general proposition the 1933 pattern has been perpetuated as 
the organizational arrangement for legal work in Fedeial administra- 
tion. Some agencies, however, continue to have the right to prosecute 
or defend cases in the lower Fed(*ral courts with only nominal super- 
vision by tlu' Attorney General. 

In many state and local government jurisdictions, legal work con- 
tinues to be consolidated in the office of an attoriu'y general or cor- 
poration counsel. This is satisfactory when the total volume of legal 
work is relatively small and quite diversified. But in large r states the 
administrative agencies with a specialized legal interest tend to de- 
velop their own separate legal staffs. This is especially true of regu- 
latory agencies in the public utility field and of certain other agencies 
such as those administering employers’ liability or unemployment 
compensation laws. In the enforcement of criminal laws the tradi- 

* Carl Brent Swisher, “Federal Organization of Legal Functions,” The American 
Political Science Revietc, a/o 1. 33 (December, 1939), p. 973. 
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tional organization is to separate the police or investigative force from 
the prosecuting work of the county attorney or the United States 
district attorney,® 

The activities of a departmental legal staff center around five major 
kinds of work: (1) legal advice on statutory interpretation, (2) the 
drafting of measures for submission to the legislature, (3) the draft- 
ing of rules and regulations supplementing statutory enactment, (4) 
handling matters requiring administrative adjudication, and (5) pre- 
paring cases for litigation in the courts. There are other special types 
of work which are sometimes of major importance. In the Armed 
Forces of the United States the greatest volume of legal work arises 
out of the administration of military justice and of contracting for 
supplies. Indeed, most administrative agencies letting major con- 
tracts, as for construction, require specialized legal assistance. But 
the five types of work outlined above provide a convenient grouping 
of the major legal concerns of management in the public service.^' 

Th(^ importanc'c of the lawyer and at the same time a modest view 
of his position have been well exemplified by the two principal attor- 
neys serving the War Production Board during World War IT.^ The 
attitude of O’Brian and Flcischmann, subsequently head of the Na- 
tional Production Authority in 1952, was that the lawyer could and 
should facilitate administrative action. Tliey w'cre concerned about 
the adequacy of the statutory authority of the Office of Production 
Management (predecessor to the WPB) and drafted additional legis- 
lation which was passed by Congress in 1941. They w^atched over 
delegation of authority from the President to the chairman of the 
WPB and in turn from the chairman to his operating subordinates. 
By insisting upon the prescription of certain standards of action in all 

® On the organization and opciation of the law department in a large cit>- 
(Chieago), see Robert W. Seihen.schuh, The AdminishatUm of Municipal Legal 
Services (Chieago: Pubhe Administralion Serviee, 1 9 12). For other eomments on 
state and loeal iniinieipid law departments, see John M. PfifTner, “The Role of the 
Lawyer in Public Administration,” Soulhern California Law Review. \o]. 20 
(1946), p. 37. 

“ On the general nature of government legal work in administrative agencies 
the aiitlior lias found these csj)ecially helpful: E'P.ier Liicde Brown, Latetjers, Law 
Schools, and ilie Public Sennee (New York: Russell Sage Foundation, 1948); 
Philip Click, “I’he Role of the Lawyer in Management,” Advanced Managrmenty 
vol. 5 ( March-Ai^ril, 1940), p. 68; Fritz Morstein Marx, “The Lawyer’s Role in 
Public Adminisliation,” The Yale Law Jonrmd (April, 1946), ]■). 498; and Fritz 
Morstein Marx, “Some Aspects of Legal Work in Administrative Agencies,” Uni- 
versity of Pennsylvania Law Review, Vvd. 96 (February, 1948), p. 354. 

John Lord O’Brian and Manly Fleischmann, “The War Production Board Ad- 
ministrative Policies and Procedures,” The George Washington Law Review (De- 
cember, 1944), p, 1. 
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internal orders, they avoided a challenge in the courts on the score 
of "delegation run riot,” as the Supreme Court once described an 
administrative situation. They saw to the careful drafting of rules and 
regulations which formulated standards of conduct of general appli- 
cation. In particular, they were concerned to avoid discrimination, 
bias, or the appearance of arbitrariness. They arranged the creation 
of an appeals procedure so that any person aggrieved by the orders 
restricting use of raw materials might present his case for exception 
or modification. In certain circumstances the WPB had the power 
to requisition property when the owner was unwilling to make it 
available on reasonable terms for the national defense. The use of this 
power raised issues of careful legal procedure. Then in a few instances 
the WPB had to resort to the courts in order to enforce compliance 
with its regulations. It was WPB policy not to seek punishment for 
noncornpliance in the absence of a showing of willful violation or 
gross negligence amounting to willful disregard of the regulations. 
The lawyers further arranged for the defense of the WPB whenever 
any of its actions w'cre called into question. As a matter of "sound 
public policy,” OTriaii never objected to court review but insisted 
that the question for the court to decide was whether the adminis- 
trative decision was based upon supporting evidence. In conclusion, 
O’ Brian felt that the legal policies and procedures of the ifgency "not 
only met the constitutional requisites of due process, but conformed 
generally to the principles and standards of the democratic process.” 
riis account is an excellent summary of how the lawyer may serve 
management. 

Advice 

As we have emphasized, administrative authority rests upon law 
and the administrator must constantly seek his signposts in the words 
of the statutes he carries out. But the meaning of legal language is 
not something definite and immutable. The words of the law change 
with different times and different circumstances. Judicial interpreta- 
tion of statutory language is one way in which these changes are given 
concrete application, but only a small part of the legislation govern- 
ing administrative agencies ever falls under the purview of the courts. 
It is in the informal and formal advice of the staff lawyer that man- 
agement finds guidance in deciding what the law does and does not 
permit. 

A former general counsel of the Federal Security Agency has com- 
mented that the lawyer in government is especially dedicated to pro- 
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noting consistency and rationality in administrative action.® It is the 
lawyer s concern to keep foremost the idea of a government of laws 
and not of men in the sense that objectivity and equal treatment for 
all persons is one of the basic goals of our society. In this effort, the 
general counsel hastens to add, other management officers also con- 
tribute. The lawyer s position is essentially advisory. As another writer 
has so cogently put it, the rule of law is not the same thing as the 
rule of the lawyer.*^ Another observer has been quite critical of the 
“legalism” in the Office of Price Administration during World War II 
which he thought was carried “to an unusual and dangerous ex- 
treme.” 

The legal adviser must participate in all top policy discussions if 
he is to be an effective aide. He must understand the problem and 
help explore desirable solutions. He may suggest how desired ends 
may be legally attained, and may caution against actions which would 
run the danger of adverse court judgment or deny an individual his 
full legal right or equality of treatm(‘nt. Beyond this, the law'yer con- 
tributes his judgment about the kind of case or specific circumstance 
in which it may be desirable to obtain outside judgment, whether it 
be that of the Attorney General, the Comptroller CTcneral, or a court 
of law. The selection of the “wrong” case as a test of the meaning 
of a law can do much to ensure an interpretation contrary to the 
point of view desired by management. 

In an agency whiae many laws have accumulated over a consider- 
able period of time, the legal staff may codify the existing legislation 
and bring together the various official interpretations which may have 
been made of any part of the law. The legal staff is expected also to 
be familiar with the legislative history of the laws whicli an agency 
administers. In addition, the legal staff must keep abreast of general 
restrictions imposed by law upon such matters as budgeting, per- 
sonnel, supply, and other operations. 

Most of the advice rendered by a legal staff is informal. Jt consists 
of memoranda prepared for other members of the management group 
or for subordinate operating officials. But occasionally it may be de- 
sirable to set forth legal advice in more formal terms, as in an official 
opinion to the department head. Such an opinion may be an impor- 
tant factor in some future attack upon an agenc y’s interpretation of 

® Alanson. W. Willc'ox, “The Lawyer in the Aclinmistration of Nonregulatory 
Programs,” Public Administration Revicic, vol. 13 (Winter, J953), p. 12. 

® Marx, “Some Aspects of Legal Work in Adininistr.ilive Agencies," p. 375. 

Vincent M, Barnett, Jr., “Modern Constitutional Development: The Challenge 
of Administration," Public Administration Review, vol. 4 (Spring, 1944), p. 162. 
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its authority. Or upon advice of the legal stafiF a department may 
decide to obtain an official opinion from the Attorney General or the 
Comptroller General. Frequently, it is the general counsel or an assist- 
ant who then carries on the informal negotiation which precedes an- 
nouncement of the opinion itself. 

Legal advice is ob\uously the heart of the relationship between the 
lawyer and the othfT individuals who constitute the management of 
an agency. No lawyer serves his fellow workers well when he coun- 
sels them to ignore the limitations of statutory enactment. No lawyer 
serves management well when he fails to protest any action which 
appears to violate the fundamental conception of fair play. But 
within these broad standards of proper a Ivice, the lawyer s task is 
to help promote the basic aims of the agency and to facilitate their 
accomplishment. 

Legislative Drafting 

A second function of the legal staff is to draft measures to be sub- 
mitted to the legislature. The broad purposes to be sei ved by addi- 
tional legislation aic usually determined by management as a group; 
the legal stafl must implement these decisions by preparing the appro- 
priate statutory language for legislative consideration. Often this is 
a technical job, since there are certain words and phrases which have 
come to have definite administrative and legal meaning. To give an 
obvious illustration, we may mention the importance of the “sc‘para- 
bility clause,” which ]3rovides that if oiu* part of the legislation should 
subsequently be held invalid by a court, this holding shall not afleet 
the other parts of the statute, llie inclusion of such language can be 
important to an agency upon some future occasion. Clauses which 
authorize appropriations and which rex)eal or excejpt other conflicting 
statutes are equally important. 

A great part of the legislative product in any session of Congress 
or of a state legislature originates with administrative agencies. For 
examj^le, of some 429 public acts, exclusive of ax^prox)riation laws, 
passed in the first session of the Seventy-fourth Congress (1935), 270 
involved the organization and fiuictioiiing of administrative agen- 
cies.^ ^ Undoubtedly similar data about subsequent sessions would 
reveal little change in this situation. The same is true of our state 
legislatures. In New’^ York State, for example, a study in 1941 revealed 

See Edwin E. Witte, “The Preparation of Proposed Legislative Mi'asures by 
Administrative Departments,'* in President’s Committee on Administrative Man- 
agement, Report with Special Studies (Washington: Government Printing Office, 
1937), p, 361. 
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that of 1,641 bills introduced, 769 originated with administrative agen- 
cies and officials; while 502 of the 884 finally enacted had their source 
in state administrative agencies/- 

One commentator has observed that ‘'the function of administrative 
departments is chiefly to supply the legislature and the executive, on 
their rcqucist, with information they need for the efficient discharge of 
their duties in relation to legislation, and to initiate minor bills de- 
signed to correct defects which have shown up in the laws that these 
departments administer.” At the same time he has admitted that 
such a proposition is “an understatement of tlie role played by ad- 
ministrative departmeiits in statute lawmaking.” 

The relationship of an administrative agency to Congress in the 
drafting of statues depends upon a number of different factors. In a 
time of crisis, such as 1933, 1941-1942, or 1950, a large proportion of 
the major pieces of legislation will probably original' in administrative 
agencies or in the office of the Fiesidcait. An administrative agency 
with close ties to particular interest groups may draft legislation at the 
request of the interest group, which may then be transmitted indirectly 
to a friendly Congressman. Or, the relations between an administrative 
agcjicy and individual Congressmen may result in legislative drafting 
activity at the request of the legislators tliemsch es. Or, an administra- 
tive agcaicy over a pcaiod of time may decide that fundamental changes 
are needed in the organic legislation under which it performs cer- 
tain activities. 

In any event, the drafting work which go(‘S on in administrative 
agencies is su])stantial, and usually falls into the hands of the staff 
law)'ers of a department. Tn general, legislative drafting work is of 
two l)road types. The first is legislation of basic importance, involving 
either new activities more or less related to the present work of an 
agency, or involving fundamental changes in the present objectives 
and x)olicics of administrative a -tivity. The second type is legislative 
matters of relatively minor importance, amending existing legislation 
in order to clarify the intent of the legislature. In x^oint of fact, a 
sizable x^rox^ortion of the laws finally enacted in any session of a legis- 
lature coming irenn administrative sonrc'^'s will be of this second char- 
acter. Thus in New York State in 1941, fourteen measures advocated 
by the Dex:)artmcnt of Agriculture and Mark('ts became law; four of 
these enacted new provisions of law, eight sirnxdy improved the ad- 

Elisabali McK. Scott and Belle Zeller, “State Agencies and Lawmaking,” 
Public Administration Review, vol. 2 (Summer, 1942), p. 205. 

Eilwin E. Witte, “Administrative Agencies and Statute Lawmaking,” Public 
Administration Review, vol, 2 (Spring, 1942), p. 116. 
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ministration of existing provisions, and two corrected or clarified exist- 
ing law. Or, of twenty-four measures enacted into law sponsored by 
the Insurance Department, only three were of general importance. 

There is nothing insidious or destructive of our basic framework of 
government in the situation where administrative agencies write 
laws. After all, agencies may draft many pieces of legislation. Only 
the legislature has the power to make them law. Legislators need 
administrative assistance in writing measures and in considering them. 
But legislators must pass the final judgment. Most of the time this 
judgment is critical, too. Few bills prci^ared by an administrative 
agency emerge from the legislature without change. Often there is 
a fundamental diflerence in j)oiiit of view Letween administrator and 
legislator. 7'he first is concerned with flexibility; he desires fairly broad 
statements of authority in order that he may have discretion in meet- 
ing future situations which cannot be accurately forecast. The legisla- 
tor, on the other hand, is concerned with limiting administrative au- 
thority. lie wants to know fairly exactly what an administrator wants 
to do, and then decich* whether he approvt's. The legislators attitude 
is that if some unforeseen circumstance's arise, let the administrator 
come back and seek the autliorily he may thcai nc'cd to handle the 
situation, Behveen the administrator s concern for flexibility and the 
legislators concern for fairly precise definitions of auth(tfity, some 
compromise usually emerges. 

In addition to drafting new or modifying legislation for considera- 
tion by the legislature, the legal staff may also be called upon to com- 
ment about legislation presented to an agency for its consideration. 
Today it is standard practice in Congress and in most of the state 
legislatures to refer any pending bill involving the work of an cxi.sting 
administrative agency to that agency for its comment, regardless of 
the source of the measure. The role of the legal c'ounsel in this process 
of review and comment dex^ends upon the wishes of the individual 
administrator, but his ox)inion usually has great weight in management 
consideration of pending legislation. 

In thi* Federal government the Bureau of the Budget has provided 
a clearanc(‘ ser\ ice which leviews both new measures j)repared by an 
administiative agency and the rex)orts prepared on pending bills. The 
purxx)se of this review is twofold. In tlie first place, the Bureau of the 
Budget is concerned with how legislation may affect the general 
budget of the government. A standard expression has been developed 
which requires an administrative agency in commenting upon pending 

Scott and Zeller, op. cit., pp. 207-208. 
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legislation to say it is informed by the Bureau of the Budget that a 
particular measure is or is not “in accord with the President’s pro- 
gram.” In the second place, any particular administrative bill or report 
may involve the interests of other administrative agencies. Central 
clearance by the Bureau of the Budget enables the Bureau to refer a 
measure to these other interested agencies. For a time during the 
1930’s, bills drafted by Federal administrative agencies were also re- 
ferred to the Justice Department for review by a departmental attor- 
ney who specialized in legislative drafting. This practice was aban- 
doned with the growing size of the Federal government. 

There has been occasional objection to this clearance procedure as 
exercised by the Bureau of the Budget. Certainly it takes time; some- 
times administrative agencies have not desired that their proposals 
should be reviewed by other administrative agencies. On occasion 
there has been some doubt whether the Bureau of the Budget was 
clearly interpreting presidential desires. Occasionally some department 
heads have refused to abide by the cloaiance procedure, and on other 
occasions administrators have short-circuited it by discussing measures 
personally with the President. From a management point of view, 
however, legislative clearance seems desirable within a large depart- 
ment, and even among the various administrative agencies of govern- 
ment. Such clearance can prevent hastily, ill-considered provisions 
which conflict with the work of other agencies, or which involve ap- 
propriations requests that a department head or a President is not 
willing to propose.^® 

Rules and Regulations 

Most administrative agencies enjoy the statu toiy authority to issue 
rules and regulations in executing their duties. In 1936 a study for the 
President’s Committee on Administrative Management identified no 
fewer than 115 Federal agencies which, undt'v 964 different laws and 
71 executive orders, had the autliority to issue rules and regulations.^'* 
In 1941 the Attorney General’s Committee on Administrative Pro- 
cedure made no attempt to enumerate the various agencies which 
enjoyed rule-making power. 

The rule-making power has been defined as “the legal authority of 
administrative officers or agencies of government to j^rescribe discre- 

See Carl R. Sapp, “Exccutiw A.ssistai)ce in the Legislative Process,” Public 
Administration Review, vol. 6 (Winter, 1946), p. 10. 

See James Hart, “The Exercise ot Rule-making Power,” in President’s Com- 
mittee on Administrative Management, Report with Special Studies (Washington: 
Government Printing Office, 1937), p. 313. 
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tionary or interpretive rules and regulations of general application and 
legal effect, or to determine the existence of the conditions under which 
contingent statutes are to become operative.” The exercise of the 
rule-making power is an activity in which the legal staff ordinarily 
takes a leading role on behalf of an administrator. There is no uniform 
terminology on rule making. Some agencies issue rules, some regula- 
tions, and others orders. The terms may mean the same thing. If the 
provisions have a general application to individuals coming within the 
scope of the statute and the regulation, it meets the requirements of 
what we shall term here simply ‘^administrative rules.” To be sure, ad- 
ministrative agencies may also issue orders which deal with their in- 
ternal organization and procedures. These aie a different type of rule 
which need not concern us here. 

Administrative rules, for the most part, fall within one of four cate- 
gories, although the line of demarcation may not always be clear. 
The first kind of rule is a contingent one, announcing conditions which 
make the terms of a statute applicable. A second Hqie su]')plemcnts 
the provisions of law, usually by making them more specific and more 
concrete. The third kind of administrative rule is interpretive, giving 
meaning and content to statutory provisions. Finally, an administra- 
tive rule may prescribe standards to l.)e observed by the individuals 
subject to r(‘gulation. ^ 

From time to time Congress has provided that provisions of a law 
shall become effective only in the evc‘nt that certain circuinstances 
arise. For example, the ])rovisions of tht* Tobacco Inspection Act of 
1935, which required inspection of all tobacco prior to its sale at 
auction, do not become effective in any uiarket area until the Secretary 
of Agriculture finds that b,vo-thirds of the producers in the area desire 
such tobacco inspection. Administiative agencies may also be ])er- 
mitted to exempt certain individuals and circumstances from the pro- 
visions of a law. Thus the administrator of the Wages and Hours Divi- 
sion may issue orders which permit employers to pay laborers having 
specified physical handicax:)s less than the prescribed minimum wages. 

Probably most administrative rules belong in the category of supple- 
menting or interxu’cting statutory provisions. Most rules may fie said 
to be supplementary, giving effect and meaning to very general legis- 
lative direction. Much of the work of the War Production Board in 
World War H consisted of issuing limitation orders and conservation 
orders which carried out the broad directives of the priorities legisla- 
tion of June 28, 1940, and of May 31, 1941. These laws provided only 


Ibid., p. 313. 
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that priority should be given by industry to the delivery of goods 
ordered by the United States government for its defense needs, but 
said nothing about how such priorities were to be determined or en- 
forced. Administrative action had to fill in all these details. 

On the other hand, many administrative agencies have authority 
simply to issue interpretive rules or regulations sometimes called 
“declaratory rulings,” which set forth an administrative agency’s con- 
cept of the meaning of statutory provisions. Thus under the Revenue 
Act of 1938, the Bureau of Internal Revenue may issue rulings inter- 
preting tax liability in given circumstances. The Bureau of Customs 
has followed a similar practice, as has the Post Office Department and 
the Securities and Exchange Commission. The Fair Labor Standards 
Act of 1938 provided that the Wages and Hours Division of the De- 
partment of I^abor might issue regulations on only two or three sub- 
jects, such as wage records to be kept executive and administrative 
positions to bo exempt from the law, and the definition of industrial 
areas. The Division subsequently asked Congress for authority to issue 
regulations explaining the meaning of the law, such as whether it ap- 
plied to the time consumed by a laborer in transit from a mine shaft 
to the place of work. Congress, howc'ver, refused to grant such au- 
thority. Under the circumstances ihc Division issued “intcrpr(*tations” 
which have been give?) “grc'at weight” but which do not have the 
full effect of a rule. 

Finally, many rules announce standards which have been left to 
administrative determination. Thus the Civil Aeronautics Board may 
establish safety standards to be observed by commercial and other 
private aircrtdt. The Grain Standards Act of 1916 authorized the 
Secretary of Agriculture to establish official standards for grading 
various types of grain. The same kind of authority was conferred on 
the Secretary by the Cotton Standards Act of 1923. 

All such rule making usually involves extensive administrative pro- 
cedures. The Attorney Gcaierdl’s Committee on Administrative Pro- 
cedure in 1941 pointed out that there were usually four stages in the 
rule-making practices of Federal administrative agencies. These in- 
volved the investigation or study of a particular problem, the formula- 
tion of tentative ideas about regulations, the testing of these ideas, and 
the final formulation of the regulations themseh'es.^'^ 

Three particular problems have arisen involving the procedure in 
administrative rule making. These concern consultation with the af- 

Attorney Gcncrars ("ommittee on Administrative Procedure, Administrative 
Procedure in Government Agencies, 77th Cong., 1st sess., S. Doc. 8, 1939, p. 102. 
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fected interest, possible requirements of administrative clearance of 
rules prior to issuance, and publication of rules. 

Many administrative agencies for some time made it a common 
practice, even in the absence of statutory requirement, to consult the 
affected interests before orders were issued. For example, commodity 
regulations and marketing agreements issued by the Secretary of Agri- 
culture were framed only after advisory consultation with agricultural 
interests. Even in wartime, in the Office of Price Administration, price 
regulations were usually issued only after consultation with advisory 
committees, of which there were 440 by 1944.’^ 

Except for executive orders, there has been no standard procedure 
in the Federal government for the clearanc ^ among administrative 
agencies of proposed rules before their issuance. Most executive orders 
are in fact prepared by departments and other agencies. Before formal 
promulgation these draft executive orders are submitted to the Bureau 
of the Budget, where they are cleared in much the same manner as 
drafts of legislation or reports on legislative measures. Within any 
particular administrative department the extent of clearance of orders 
depends entirely upon the department head. Often top management 
requires that rules prepared by a bureau must be cleared with other 
bureaus before issuance. 

In declaring the petroleum clause of the National Industrial Recov- 
ery Act unconstitutional in 1935, the Supreme Court of the United 
States called attention to the haphazard manner in which executive 
orders and administrative rules were published Thereupon Congress 
passed the Federal Register Act of July 26, 1935, for the systematic 
publication both of executive orders and of administrative rules issued 
by the various departments. 

The Administrative Procedure Act of June 11, 1946, establishes cer- 
tain common practices to be followed by all administrative agencies 
of the Federal government in making administrative rules. Section 3 
of the Act required all agencies, except when a function entailing 
secrecy in the public interest was involved, or on matters relating 
solely to internal management, to publish its rules in the Federal 
Register. These rules include descriptions of delegations of authority 
to central and field offices, statements of general procedure in exer- 
cising its authority, as well as all “substantive rules,” “statements of 
general policy,” or “interpretations” adopted by an agency for the 

See Lectures on Administrative Regulation ( U.S. Department of Agriculture, 
Graduate School, 1945). Ollier examples of consultation were cited by the Attor- 
ney General’s Committee on Administrative Procedure. 

Panama Refining Company v. Ryan, 293 U.S. 388. 
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guidance of the public. In the exercise of its rule-making power an 
agency must give general notice of a proposed rule in the Federal 
Register, stating the authority under which the rule is proposed, the 
terms or substance of the rule, and the time, place, and nature of rule- 
making procedures. Thereafter an agency must afford interested per- 
sons an opportunity to participate in rule making by submitting writ- 
ten data and views. Oral argument remains a matter of discretion for 
the administrative agency. And nile making, upon the basis of a care- 
fully prepared record, must be specifically authorized by statute. The 
eflFective date of any substantive rule cannot be earlier than thirty 
days after publication except “upon good cause.” Finally, every agency 
must accord interested persons the right to petition for the issuance, 
amendment, or repeal of a rule. 

These general provisions concerning rule making do not apply to 
the military, naval, or foreign affairs functions of the Federal govern- 
ment, or to any matters involving agency management, personnel, pub- 
lic property, loans, grants and benefits, or public contracts. 

These requirements of the Administrative Procedure Act tended to 
standardize what was already regarded as “best practice” in issuing 
rules and regulations by administrative agencie^s The act has served 
to caution Federal agencies to be especially careful in tlieir procedures 
for rule making. The piincipal person in management responsible for 
making sure that these cautions are observed is the staff lawyer. 

Adjudication 

Administrative adjudication is the process of applying the public 
policy of legislation to individuals in a procedure closely resembling 
judicial action. The difference between administrative adjudication 
and courts of law has been much debated m our cotintry in recent 
years. There has been a sharp clash of opinion about the matter, many 
persons fearing that courts were being displaced in their judicial func- 
tion. But the idea of administrative adjudicatioji has come to be gen- 
erally accepted today, subject to certain safeguards. 

A great part of the work of administrative adjudication arises in the 
field of what has been termed “regulatory administration.” “ Not all 
the activities of government fall in such categories as protecting life 
and property or promoting certain public purposes like education, 
utilization of water resources, or highways. A good deal of the public 

21 See, for example, an eadier discussion by Ralph F. Fuchs, “Procedure in 
Administrath e Rule-making,” Harvard Law Review, vol. 52 (1938), p. 259. 

22 George A. Graham and Henry Reining, Jr., eds.. Regulatory Administration 
(New York: Wiley, 1943), 
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interest in our society is evidenced by regulation of the behavior of 
individuals in their private capacity in order to achieve certain stand- 
ards of conduct believed necessary to the public safety, health, and 
welfare. In the past such standards of conduct were enforced in large 
part through the courts, often by the process of one person suing an- 
other for damages resulting from a private tort. But in a complicated 
society in which individual relationships have unfathomable ramifica- 
tions, traditional judicial action has seemed insufficient. Various groups 
in society haA c souglit further protection, and this has been provided 
through regulatory agencies."^ 

The administrative agency differs from tlie court of law in several 
important respects. It has a positive obligatien to define and promote 
the public interest in accordance with the standards set forth by the 
statute. This means that the administrative agency may initiate action 
if it is disposed to do so; it does not have to wait to determine the 
public interest until some aggrieved individual brings a case or con- 
troversy before it. In the second place, by cojicentrating its attention 
upon a particular area ol public policy, the administrative agency 
develops a specialized knowledge and competence in the field. In the 
third place, administrative procedures may be somewhat less technical 
than those of courts, although this difference is tending to disappear. 

Administrative' adjudication arises usually in one of four types of 
action. The first is the award or revocation of a license vvhicfi confers 
spc'cial benefits upon an indixidual. The second type of action invo1v(^s 
a determination that an individual has violated the public policy set 
forth in statutory law. The third type concerns an individual who 
desires to establish eligibility for certain govc*rnment privileges. The 
fourth type touches an individual who believes he has been aggrieved 
by administrative action. All four such situations have become familiar 
to us today. 

Licensing has become a recognized administrative technique. Some- 
times licenses are issued to anyone who applies and who meets certain 
tests of eligibility. Such licenses may range from those for the pushcait 
oi>erator to the engineer and doctor, from the dealer in alcoholic 
beverages to the operator of a night club or motion-picture theater. 
In these instances, a controversy requiring some form of administra- 
tive adjudication normally arises only when an agency takes the initia- 

Cf. James A. Landis, The Achnirmtiativc Piocess (New Haven: Yale Univer- 
sity Press, 1938). 

For an early discussion of these differences see Frederick F. Blachly and 
Miriam E. Oatman, Administrative Legislation and Adjudication (Washington: 
Brookings, 1934). 
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live in seeking revocation of the license. In other instances, usually 
difiFerentiated by the label “certificates of convenience and necessity,” 
the license is awarded initially only after a formal process of adjudica- 
tion. This is true in licensing radio and TV stations, commercial air- 
plane lines, interstate motor carriers, railroads, power development at 
a dam site, and other public utility operations. Here the license is 
issued only upon a demonstration by the applicant of his ability to 
meet certain standards of service. A patent is an exclusive license to 
exploit new and useful inventions. Sometimes a registration amounts 
almost to a license; it is unlawful to sell securities, for example, with- 
out registering them with the Securities and Exchange Commission. 

In some laws a legislature merely sets forth cei taiii broad definitions 
of public policy and then leaves to an administrative agency the task 
of specifying particular kinds of behavior which do not conform with 
the legislative intent. For example, in the Federal Trade Commission 
Act, Congress declared it public policy to prohibit companies engaged 
in interstate commerce from indulging in “untair methods of compe- 
tition.” But it became the job of the Federal Trade Commission to 
decide just what kind ol business behavior in practice constituted 
unfair competition. In 1935 th(i Wagner Labor Rtlations Act deelarcd 
it to be contrary to desirable public ]K)liey for a business engaged in 
interstate cornmeree to leluse to bargain collectively with its em- 
ployees. But what kind of action in prac tice amounted to such a re- 
fusal was left for dclenuination by au adrninistiati ve agency. Similarly, 
most slates have laws which make it illegal for jniblic utilities to 
charge uiirefisoiiable rates, but determination ot what is an imrea- 
souahlc rate re.sts with state ])Liblie-scrvicc commissions. In all those 
situations the adminislK/dvt agency proceeds to act against an indi- 
vidual only after investigation of the cirenmstanees and upon finding 
of a violation of a stated public j)olicy. Altliongh many controversies 
may be adjusted or .settled on an informal basis, a 'C\v will proceed 
to the formal state of a hearing and finding. 

In still other types of legislation administrative agencies arc given 
authority to decide the applicability of a statute to partienlai indi- 
viduals. In the field of employer liability for industrial accidents it is 
necessary to determine that an individual was injured in tlie course of 
his occupational duties and through no willful misconduct or negli- 
gence on his part. In such circumstances a stated amount of injury or 
disability payment is due the employee, or in the case of death some 
payment may be due the employee’s family. In unemployment com- 
pensation cases the individual must demonstrate that he has been 
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working in a covered industry and that he is unemployed through no 
fault of his own. In some instances a conflict may arise about eligibility 
for benefits; this may have to be adjudicated. There is even a process 
approaching adjudication in the handling of tort claims. As a part of 
the Legislative Reorganization Act of Aug. 2, 1946, Congress enacted 
a Federal tort-claim law. Previously, Congress had directed heads of 
departments to investigate claims of individuals for damages arising 
out of administrative action up to an amount of $1,000 and to certify 
justifiable claims to the legislature. Under the 1946 law an individual 
may claim damages against the United States on account of damage 
to property or on acount of personal injury caused by the “negligent 
or wrongful act or omission of any employee cf the Government while 
acting within the scox^e of his office or employment.” There are various 
exceptions sjpecified by the law, and suits for recovery may be brought 
in a Federal district court. But heads of flex)artments were empowered 
to settle claims up to $1,000. This means that department heads must 
decide whether the conditions of the law have been met and whether 
an injured individual shall recover damages up to the staled amount."^ 
All these situations require a type of administrative adjudication. 

In the fourth jpl^ice, there arc instances in which an individual com- 
plains about the administrative action taken as it affects him. Thus, 
in income tax or other tax matters, a citizen may objec t to th^ assess- 
ment of tax against him. Or a persem subject to a deportation order 
by the Justice Dejiartment may object on the grounds that he has not 
entered or tried to enter the country illegally. In such cases, again, 
some kind of determination of the facts and law in the case are neces- 
sary.-® 

We are not concerned here with the various problems concerning 
administrative organization to handle adjudication or with the broader 
issues of administrative adjudication as a desirable or undesirable 
factor of present-day government administration. It is eiiough for our 
present purposes simply to acknowledge that administrative adjudica- 
tion exists in a wide variety of governmental activities and that admin- 

Walter C_»ellhorn arul C. Newton Sclienck, "‘Tort Actions against the Federal 
Government,” Columbia Law Review, vol. 47 (July, 1947), p. 722. 

For accounts of the extent ol aduiinistrative adjudication in our present-day 
governmental machinery, see the thirteen monograplis prepared for the Attorney 
Generafs Committee on Administrative Procedure, 76th Cong., 3d sess., S. Doc. 
186, 1940; the four volumes of suj)plementary reports prepared by Robert M. 
Benjamin on Administrative Adjudication in the State of New York ( 1942 ) ; George 
Warren, ed., The Federal Administrative Procedure Act and the Administrative 
Agenenes (New York: New York University Liw School, 1947); and Frederick F. 
Blachly and Miriam E. Oatman, Federal Regulatory Action and Control (Wash- 
ington: Brookings, 1940). 
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istrative agencies do in fact decide “cases and controversies*' involving 
individual citizens. 

Because of this situation a good deal of concern has arisen about 
the actual procedure employed by administrative agencies in adjudi- 
cating rights and privileges of individual citizen. A number of stand- 
ards for such piocediires developed from judicial decisions and gen- 
eral practices. In turn, in the Federal government, these have been 
set forth in the Federal Administrative Procedure Act of 1946. A num- 
ber of states have also enacted administrative procedure lav^^s based 
upon a model act drawn up under the auspices of the National Con- 
ference of Commissioners on Uniform State Laws.^^ 

In the first place each individual subject to an administrative deter- 
mination is entitled to notice of hearing, including the legal authority 
under which the hearing is to be held, and the matters of fact and 
law asserted. In the second place, an individual is entitled to a fair 
hearing, which involves an oj)portunity to submit facts, to make an 
ofler of settlement, to be represented by counsel, and to conduct cross- 
examination. Records of the hearing must also be kept. In the third 
place, the Federal legislature requires that the examining officer who 
conducts the hearing shall also make the recommended decision. Spe- 
cial i^ro visions were also made for the appointment of examiners to 
conduct hearings. In the fourth place, an agency must make a state- 
ment of findings and conclusions wath reasons therefor, and of the 
order to be issued. 

The general standard for conducting a hearing was well set forth 
by the Attorney General’s Committee on Administratis Procedure in 
1939: 

Procedure at this stage ruast be frainod to require that the special methods 
of the adnhnistiativc process opcTate in such a way as to give convincing 
assurance, not that the deciding bod> is indifferent to the result, because it is 
usually charged with responsibility tor continuous protection and advance- 
ment of a particular public interest or policy, but that its decision is not 
motivated by any desire to deal with the parties or their interest otherwise 
than in the manner which an objective appraisal of the facts and the further- 
ance of the public duty imposed upon the agency require. 

The role of the legal staff in an administrative agency with an 
adjudicating authority is to make certain that all the requirements 
of the Federal Administrative Proceduie Act are fulfilled. 

27 Ferrel Heady, Advnnistrativc Procedure Legislation in the States, Michigan 
Government Studies, No 24 (Ann Arbor: Uni\ ersity of Michigan, Institute of 
Public Administration, 1912). 

Attorney General’s Committee on Administrative Procedure, Administrative 
Procedure in Government Agencies, 77th Cong., 1st scss., S. Doc. 8, 1939, p. 43. 
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Defense in the Courts 

We are not here concerned with the extent and the conditions under 
which administrative action may be reviewed in courts of law. It is 
enough to note that it is possible under prescribed conditions for an 
individual citizen to challenge the legal authority of government agen- 
cies to take action. In all such cases the legal staff of an administjative 
agency is responsible for preparing the defense of the agency. The 
actual oral argument in defense of an administrative agency may be 
made under the aiisxjices of the Attorney General, but administrative 
agencies themselves almost always play a major part in prexoaring their 
own delense. This means in effect that an agency must be ready and 
able legally to justify its administrative actions in court whenever it 
is required to do so. 

Summary 

It must be evident from this variety of work that the lawyer’s role 
in public administration is extremely imx)orlant. In almost all large 
administrative agencies the lawyer is an essential element of the man- 
agement grouj:). To be sure, the lawyer is expected to have an abiding 
loyalty for the agency of which he is a x^^^rt. But at the same time, he 
is not true to his own professional ethics unless he is equally concerned 
with x^romotiiig the concept of fair play in the work of administration. 
On occasion this may make the lawyer a sort of inter Jial check, or 
“governor,” who limits administrative action or obstacles in its 

path. 

By very definition, the lawyer in an administrati\ e agf'ney is also 
a part of public administration. The first goal of the lawyer is to helxo 
effectuate the x5urx:)oscs of the statutes and of th(' executive instructions 
under which an agency ox:)erates. The lawyer’s client remains the ‘pub- 
lic interest”; he cannot eseax^e his essential x^nblie obligation. Yet at 
the same time, the heavy tradition of the law, with its respect for the 
individual, cannot be abandoned. When this liaxq:)eiis, the lawyer is 
no longer serving his role as legal counselor in the management i:)roc- 
ess. We are certainly a long way from finding the hax^py mean between 
administrative eagerness and administrative restraint as reflected in 
the legal work of management. 
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CHAPTER 15 Internal Services: Capital Plant 


The third broad field of concern for management in the public serv- 
ice is the handling of internal services needed to facilitate an agency's 
operations. Thus far we have discussed the common problems involved 
in providing direction to the work of an administrative agency, and 
then the common problems encountered in operating an agency. There 
remains, finally, the common x^roblems in providing the necessary in- 
ternal, or sometimes called “auxiliary,” services. 

These services have one characteristic in common; each is an inci- 
dental factor in enabling management and operating units to carry on 
their primary task. If an administrative service is to perform its as- 
signed activities, first of all it must be housed. It must have the neces- 
sary physical plant to accommodate its office force and all the other 
emxiloyees needed to carry out the work. And not only must this jihys- 
ical x)lant be constructed; it must also subsequently be operated and 
maintained in good working condition. 

In the second place, an administrative agency must have the equip- 
ment and sux)xilies necessary to do its w^ork. Office work cannot be 
performed without equixnnent such as desks and typewriters; there 
must be x^^ipcr, typewriter ribbons, envelopes, paper clips, ink, pens, 
and other items. Scientific research work cannot be performed with- 
out equix^ment and chemical compounds Tax collection requires book- 
keeping equipment; a state university requires instructional supplies; 
a hospital requires surgical equipment and diiig supplies; a police de- 
partment requires x^atrol cars; a public works or sanitation department 
requires trucks. All these items must be purchased, stored, and issued 
as needed. 

There are other internal services to provide as well. There must 
be transportation and communication services. Administrative officials 
have to travel from one office to another, and to visit persons con- 
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cerned with their work. This travel may be done by public convey- 
ance, or by automobile or other equipment owned and operated by 
the agency. In some agencies transportation equipment is an essential 
part of the work, as in police protection, fire fighting, and garbage 
and rubbish collection. In these and other circiTinstances, the admin- 
istrative agency must liave means of maintaining transportation equip- 
ment in good repair. Ckimmimication is an equally important service. 
Internal office communication may lequire the operation of a private 
branch exchange for ready transmission of messages from one office to 
another. In a large office special arrangements may be necessary in 
order to receive mail at a central point and distribute it to all offices. 
Messenger service may be required to tvansi.n't papens back and forth. 
In some large agencies teletype communication or even wireless com- 
munication may be necessary from central office to branch or field 
offices. 

A printing and reproduction service is necessary in most agencies to 
provide copies of essential documents, such as instructions and manu- 
als, or in order to issue reports to all those concerned with the work 
of an agency. Often the minu'ograph machine becomes as indispen- 
sable as the tyj^ewriter in operating a modern office. Then there is the 
problem of maintaining the official files and r(‘cords of an agency. A 
public office administers a public trust, and the lec'ords of jts official 
transactions must be kept available for future public reference^ or scru- 
tiny. Public records may be dispost'd of only after passage of a stated 
number of years; some records may be required by law to be pre- 
served in perpetuity. Thus the handling and preservation of official 
records is another important internal-service task. And there are other 
internal services as well, such as maintenance of a libiary for refer- 
ence use. 

It should be emphasized here that man*igement has the special duty 
of organizing and supervising these internal service's to make sure that 
they render satisfactory assistance to an office or a whole agency in 
the conduct of its woik. We have discussed x:)rewiously the problem 
of organization for rendering these internal services. In order to pro- 
mote full utilization of sj^ecialized personnel and facilities, manage- 
ment may centralize internal services .so that each serves all the units 
of an agency in a given geographical area. In Washington some serv- 
ice activities have been concentrated under a General Services Ad- 
ministration, which, operating directly under the President, serves all 
the departmental and other offices located in the nation's capital. In 
addition, the GSA has had ten regional offices to perform services for 
Federal government agencies in various parts of the United States. 
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The General Services Administration performs three services: purchas- 
ing, construction and operation of public buildings, and records man- 
agement. Other services such as transportation, communication, and 
motor maintenance are provided separately by individual departments 
and other operating agencies of the go\'ernmcnt. Thus a department 
may centralize such services in Washington and in the field as each 
sees fit. Many state and local governments have central purchasing de- 
partments and central public works departments handling construction 
activities. Other services are usually left to the discretion of indivi- 
dual operating agencies. 

Service activities may be centralized for performance only in par- 
ticular phases, while other phases of the work may be decentralized 
among various levels of an operating organization. Let us take the 
procurement and distribution of sux^plies as an example. A central 
purchasing office may execute the actual orders for supplies, but there 
must usually be a supply office in an operating department to calcu- 
late? that dc'partment’s supply needs, to see that the necessary funds 
are included in appropriation requests, and then to prepare and trans- 
mit supply orders to the central agency as items are required. Then, 
the C(‘ntral purchasing office will do the actual buying or will issue 
the desired items from standard stocks kept on hand for ready use. 
The operating department or agency may have its own stockroom 
where supplies arc rc'ccivc^d in bulk from the central purchasing office 
for distribution in smaller quantities to various parts of the agency. 
Thus, even if there is a central purchasing office for a whole govern- 
mental jurisdiction, a department faces the question whether it shall 
have its own central stockroom and do the “retail” distributing itself, 
whether each subordinate bureau shall have its owm stockroom and 
ref|uisition directly from the central purchasing office, or wfficther all 
units of the? clepartmenl shall draw only small amounts from time to 
time from the central purchasing office. 

There are thus nuuu'rous aspects to the organizational x^i'oblem of 
providing internal services. As w'c have suggested before, the major 
guide for resolving tlic^se (|uestions is inanagemcmt judgment. Some 
compromise is necessary between the efficiency wffiich ina)’ be claimed 
for a hard and fast centralization of all services and the convenience 
of administrative operation which may be claimed for a more decen- 
tralized arrangement. But w hatever the choice, management at various 
levels of organization cannot escape the task of making sure that in- 
ternal services are satisfactorily rendered. If the services are higlily 
centralized, management at operating levels might keep a record of 
how satisfactory the service is in meeting operating needs. If the serv- 
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ice proves unsatisfactory in many details over a period of time, man- 
agement at the operating level would be amply justified in presenting 
complaints to the superior management or to the chief executive, that 
is, to whomsoever is responsible for supervising the peiformance of 
these services. 

The most common management concern in the handling of internal 
services has been this matter of desirable organization— of the level in 
the administrative hierarchy at which to locate the service and of how 
to distribute phases of the service process among different operating 
levels of an administrative agency. In this and the next chapter, how- 
ever, we shall be concerned with other than the organizational prob- 
lems which confront management in supei using internal services. In 
this chapter we shall review the capital-plant problems of manage- 
ment, and in the next chapter we shall observe some major manage- 
ment problems involved in rendering other internal services- 

The Master Plan 

The first task of management in housing its administrative activities 
is to plan its plant needs. More and more today it is customary for 
administrative agencies to develop their own master plan for physical 
facilities. Such a master plan sets forth the long-term re(piiremcnts 
for plant to accommodate the work of an agency. These long-term 
requirements are of two kinds: replacement and expansion. Replace- 
ment plant is that plant needed to take the place of existing facilities 
which are obsolete or inadequate to handle the existing work load of 
an agency. Expansion plant is that needed to handle future increases 
in work load resulting from population changes or other developments. 

Ordinarily a ma.ster plan includes the type and approximate size of 
structures to be used in the performance of the work of an agency, 
the location, and the priority of needs. Each of these factors raises its 
own complex set of issues for management to decide. 

The type and approximate size of administrative structures depends 
initially upon estimates of future woik load and of future personnel 
required to handle that load. The basic choice then presents itself 
between handling a growing work load by expanding activities in the 
locations where they are now performed or using new locations. This 
is an especially troublesome matter for government offices. There has 
been a distinct tendency in Wa.shington, in state ca^Ditals, and in our 
large cities for government agencies to think just in terms of expand- 
ing the work where it is already located. Many agencies have not 
thought in terms of maintaining only the essential units of top man- 
agement in the center and of moving operating units out into other 
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cities or into other sections of a city. With the growing congestion in 
the centers of our large cities, a good deal of new thinking will be 
needed about desirable size of administrative offices located in any 
one central place, such as a civic center. 

In the past it has been generally believed that coordination of vari- 
ous government activities could best be achieved by bringing them 
under a common roof. Undoubtedly there is much to be said for this 
point of view. As many scattered offices were brought into common 
new departmental buildings in Washington during the 1920’s and early 
1930\s, departments began to acquire new organizational importance. 
When the Department of Defense was created in 1947, an effort was 
made to bring together the heads of the three militaiy departments 
along with the new office in the Pentagon Building. Many state and 
local governments have constructed large central office buildings in 
the past twenty or thirty years. All these arrangements have b(*cn of 
some help in promoting a sense of common interest among units of 
a department and even between departments. 

On the other hand, as government activities have necessarily ex- 
panded, many of these office and other housing facilities have become 
inadequate. The usual, or simplest, answer has been to plan still larger 
office buildings located in the same city or in the same part of a city. 
Little thought has been given to the possibility of separating operat- 
ing bureaus from department staffs, or of segregating certain activi- 
ties of staffs and of bureaus which might be located elsewhere. The 
necessities of war iiulucc^d some Washington departments and agencies 
to make temporary adjustments of this sort, hut as soon as possible 
after 1946 there was a movement of many of tlu'se “separated"' offices 
back to Washington. 

Thus the size of plant needs in any one particular location depends 
not just upon work load of a department but upon the jirevailing con- 
cept of desirable departmental organization in terms of the geogi aph- 
ical location of its component parts. The prevailing concept in the 
past has encouraged laiger and largei office buildings. It is altogether 
possible that a different concept, one which stressed the presence at 
a central point of only tlie top planning and supervisory staff, would 
result in quite different physical plant requirements. 

To be sur(\ if any agency decides to handle a growing work load 
by more and more decentralization of its acti\'itics and personnel, this 
does not lessen the plant needs. It might even increase them some- 
what in so far as total square footage of space occupied might be 
concerned. The more office locations there are, the more sc^uare foot- 
age wdll be needed, for example, to handle the very internal services 
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we are now discussing. But even though total plant needs became 
somewhat larger under a scattered plan of office location, total con- 
struction cost might be reduced by locating a major part of the new 
development in areas of low land values. 

The master plan also usually indicates the type of structure to be 
built. Type reflates first of all to function. Obviously, if the building 
is to house offices, it will be an office building. If it is to provide 
domiciliary medical care, it will be a hospital. If it is to store sup- 
plies, it will be a storage building. If it is for research, it will be a 
laboratory. If it is for instruction, it will be a classroom building. 
One might continue thus indefinitt'ly. In other words, functional use 
of a plant determines type. 

But ‘"type” in another semse may refer to architectural style. Here 
has been one of tlu' troublesome difficulties in public construction. 
The prevailing taste in aidiitecture tends to change. There was a pe- 
riod in wHfch American public buildings weie built on a massive scale 
with (h’c'ek columns and considerable ornamentation. Much of the con- 
struction in WashingtOTi in the 1920's and 1930’s refh^cted this taste. 
In an even earlier period of the mid-nineteenth c(*ntury the prevail- 
ing style of baroque and rococo was well exemplified in such Wash- 
ington structures as the former State, War, and Navy Building in 
^Vashingtoll, more recently known as the Executive Office^Building, 
and the old Post Office Building. The same stylo may be seen in many 
city halls throughout the United States. 

Changing tastes and the problem of high construction costs have led 
to many alterations in architectural style in the general direction of 
simple lines and little if any ornamentation. In some arc'as there has 
been revcTsion to earlier sl>lt\s in harmony with local tradition or 
culture, such as the use of the colonial or Williamsburg type and the 
notable Spanish flavor of th(* municipal building in Santa Barbara, 
Calif. 

Among govcrninent agencies, educational and hospital administra- 
tors in particular face the problem of harmony in architectural style, 
since their physical ])lant is usually built piece by piece over a pe- 
riod of time. Some architects now advise that a skillful blending of 
present-day ideas ol style with the buildings of an earli(*r period can 
promote a harmony of appearance without slavish adherence to a 
former costly or less attractive style. Such blending may often be the 
solution to problems of cost and of utilization of modern architectural 
concepts. 

Tlie matter of cost in construction deserves special mention. In gen- 
eral, building costs have doubled or tripled since 1940 in this coun- 
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try. This means that modifications in design or type of structure 
which can reduce construction costs have become an urgent necessity 
for government. As we shall note subsequently, the financing of gov- 
ernment capital plant is troublesome enough in any event. It has be- 
come doubly urgent to achieve every possible economy through sim- 
plified design, through maximum planned utilization of space, and 
through careful selection of building materials. 

In so far as priority of building needs is concerned, this is a mat- 
ter for management judgment. Each of the various component units 
of an agency will necessarily be convinced ot the urgent necessity for 
new replacement or expansion facilities in order to carry on its work. 
Each will be convinced that its program is more important than any 
other program and that its needs should accordingly take precedence 
over all others. Such enthusiasm among specialists is a major asset of 
an agency. But new buildings can seldom if ever be acquired all at 
once, (>r over a short period of time. The adecpiacy of government 
physical facilities is a long-term objective, only a part of which can 
he realized in any y('ar or few years. Thus top management faces the 
chore of fixing priorities in plant needs. Priority may be decided on 
the basis of the oldest buildings to be replaced first. Or it may be 
decided on the basis of greatest possible reduction in present plant 
maintenance costs. Or it may be decided on the basis of gre^atest rela- 
tive growth in work load, SouK'times it may be decided on the basis 
of greatest external prc'ssure or demand. 

In many munici]:)al governments today there is a local planning 
board which may advise the chief executive by prescuting its evalu- 
ation of priorities among department recinests. Such boards are not 
usually employed at the state or Federal level. Sometimes the budget 
offici' is asked by a chief ( xecutivi^ to review the urgency of plant 
needs by operating agencies and to proposc‘ priorities. Sometimes the 
government public works engim'er may be a^ked to review various 
needs. By differing methods and criteria, first department heads and 
then chief executives decide the priorities among building recpiire- 
mcrits. 

Apart from g<*iK’ral architectural sketches and elevations, adminis- 
trative agencies do not usually prej^are detailed plans and specifica- 
tions for new plant until the requiied funds have actually been ap- 
propriated by the legislature. This often means some delay in get- 
ting new construefion under w^ay, since it takes a good deal of time 
to plan a building properly. Engineers have a rule of thumb which 
says that it takes as long or longer to plan a structure as it does to 
construct it. Additional delays may be occasioned by diflSculties in 
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site acquisition. Indeed, some agencies have found it useful to plan 
the acquisition of sites as a definite step in advance of construction 
of new plant, such as school buildings. Funds may first be sought 
for site purchase and later for actual erection of structures. But the 
master plans of administrative agencies for plant facilities are usually 
only a projection of needs and a declaration of intention. Land can- 
not be purchased, detailed architectural plans cannot be prepared, 
and construction cannot be started until the funds are actually ap- 
propriated by a legislature for these purposes. 

The decisions on all these factors of size, type, location, and priority 
constitute a master plan of plant improvement and development for 
administrative agencies. The factor of location is so specialized that 
it must be given still further consideration in the next section. Yet 
we should bear in mind that decision making about location is a part 
of the master i:)lanning of government plant. 

Locational Factors 

The management of an administrative agency has to make two kinds 
of decisions about the geographical location of its activities. Regard- 
less of the avail abilit}7 of funds with which to construct plant, an 
agency must house the activities for which it is currently responsible. 
This may mean the use of rented facilities rather than of facilities 
owned and operated by government itself. The (piestion of the use 
of rented facilities will often depend upon the policy of a particular 
governmental jurisdiction. Prequently administrative agencies have no 
choice except to rent office facilities. The fact that the Federal gov- 
ernment for economic reasons has refused to construct new office 
buildings since tlie beginning of World War II has meant that Fed- 
eral government agencies have had to rent office space both in the 
nation’s capital and in various centers throughout the United Stat(\s. 
The fact that state governments find it difficult to finance state office 
buildings has compelled many state agencies to occupy rented office 
facilities. The fact that many city governments have had such a lim- 
ited borrowing capacity needed for many different activities has again 
required municipal departments to rent office space. 

On the other hand, many specialized types of government facilities 
can scarcely be rented. This is true of fire stations, schoolhouscs, hos- 
pitals for the mentally ill, penitentiaries, military air bases, and atomic 
energy plants. When confronted with the necessity for facilities of a 
special nature, goveniment has no choice except to build those which 
are urgently required. 
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The locational problem differs also somewhat with the nature of 
the government involved. In the Federal government, administrative 
agencies must decide in what states and also in what communities 
to locate their oflBces or other facilities. State administrative agencies 
similarly must decide in what counties and in what cities or towns 
to locate their oflBces and other plant. The administrative agencies of 
municipal governments are circumscribed by local government bound- 
ary requirements, but nevertheless have a choice about the particular 
sections of a city in which to locate needed facilities. For our pur- 
pose here we shall consider first the problem of F(*deral and state 
administrative agencies in deciding the location in which to place 
their activities. Thereafter we may notice the special problems of 
municipal government in accommodating its own as well as the plant 
facilities of other governmental jurisdictions. 

Whether a Federal or state administrative agency is planning to 
constiuct new offices or other facilities, or to rent space ri'quired to 
carry on its existing program, it confronts seveial common locational 
considerations. A number of these factors may be termed “technical” 
in nature. Certain other factors are political. 

As we have discussed previously in considering the organizational 
problems of field offices, work load is a major factor in deciding upon 
the geographical area of field offices and upon tlie center of the area. 
Such considerations as the availability and convenience of transporta- 
tion and communication facilities may also influence the selection of 
places for field offices. The state ol the labor market is another major 
factor, as well as the availability of rental facilities or land for con- 
struction. Thus, the Federal government during World War II en- 
deavored to locate as many ol its military facilities as possible on 
land already owned by the Federal government because such land 
was immediately available without cost. These technical considera- 
tions are quite evident and well known. 

Political considerations may also influence the selection of local of- 
fices. Many legislators are disj^osed to believe that special plant fa- 
cilities should be widely distributed geographically throughout the 
various sections of a state or throughout the various slates of the 
nation. Sometimes a legislator who has been especially activ^e in spon- 
soring some new legislation feels dial he should have a voice in the 
location of the new offices reciuired, or at least that his own commu 
nity should enjoy the benefit of such an office. From the point of 
view of general relations with the legislature, administrative agencies 
find it advantageous to have offices widely scattered geographically, 
since legislators tend to be particularly interested in the work of agen- 
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cies whole local operations they have had some occasion to observe. 
All these factors influence management judgment in the selection of 
locations for the physical plant needed in performing administrative 
activities. 

A new factor has emerged in the last twenty or thirty years in this 
country in the location of public facilities within urban areas. Urban 
congestion has become one of the outstanding physical problems of 
modern living. Most large urban communities endeavor to control their 
physical characteristics through municipal planning. One of the tech- 
niques of such planning is careful selection of sites to be occupied 
by public facilities. This applies not only to the location of facilities 
ol local government but to the location of .late and Federal govern- 
ment facilities within the boundary lines of a community. The War 
Dc^partment, for example, relieved the congestion of downtown Wash- 
ington when it located the Pentagon Building across the Potomac 
River in 1941. Here parking space could be x^ioxided for 8,000 auto- 
mobiles, At the same time a good deal of new construction of roads 
and a considerable i earrangejneiit of local transportation facilities were 
required in order to accommodate the new location. More and more. 
Federal and state agencies must locate their facilities within an urban 
community in terms of the municix)ality’s own concejDtion of desirable 
future growth. More than this, Federal and state agencies must think 
in terms of the impact of their operations upon local community con- 
gestion. Indeed, during World War II the Federal Bureau of the 
Budget operated an interagency coniTnittee on cong('st('d x)roductioii 
areas in order to direct sx^ecial attention by administrative ag('ncies 
to a concern for the efl’ect their wwk was luulng upon local commu- 
nities. Since the end of World War II the Federal government has 
ax)prox>riated funds to aid school districts whose educational load has 
been sizably increased us a result ol the presence of Federal military 
or other installations within their immediate vicinity. 

In addition, municipal planners have come to realize that the loca- 
tion of public lacilitics has much to do with trends in land use. New 
school facilities in a section of a city may encourage more people to 
live in that section. Improvement in trans^^ortation facilities may have 
the same consequence. The location of a large government plant in 
a particular part of the city may encourage many people to build or 
purchase homes in that vicinity. For these reasons administrative agen- 
cies need to consult carefully with local planning groups in selecting 
sites for the construction of needed physical facilities. 
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Financing Capital Plant 

The extent of any current program for constructing new facilities 
for administrative agencies depends upon budget or fiscal policy de- 
cisions of a government. For example, there was a great upswing in 
government construction activities during the 193 ()’s because of the 
depression. In order to contribute to employment, and especially to 
the revival of the industries supplying construction materials, it was 
Federal government policy to expand its constmetion of needed plant 
facilities and to grant funds to state and local governments to do the 
same. The result was that in a few years many administrative agen- 
cies acquired plant improvements at a late not x)rcviously experienced 
in American history. 

World War II brought a decided change in this situation. General 
eonstriK'lion grants to state and local governmeni came to an end. 
Federal government c‘(mstruction was concentrated on the exclusive 
end of providing the facilities needed lo prosecute* the war. And Fed- 
eral governnu'iit controls over the distribution of building materials 
meant that state and local govc^rnrneuts had to curtail their own con- 
struction work subslantially. At the end of the war some state gov- 
ernments had aceuinulatcd budget surpluses which were then used to 
finance new constinciion. Many local govennnents had accumulated 
])oiTowing capacity which enabled tlaan to launch new construction. 
Th(' Federal go\( innient then decided to restrict its own construction 
work in ord(T to let these other activities go iorward. Otlierwise the 
iniIationar\^ prcssuies in the c’onstruction field would have resulted in 
an e\ en more decided juice rise. Even so, there were many kinds of 
projects %vhich could not be ]:)Ostx^oned, such as veterans' hosjpitals, 
atomic energy plants, and mnltipinpose dams. 

In the end the amount to he s^ient on new plant depends upon the 
budget situation of a government Sinee most local govaOTincnt plant 
develojuneiit is financ cd In borrowing, the debf ca^^acity of the local 
g(jvernment in any ) ear largely detcTmiiK s how much may he spent 
for schools, hos^iitals, sewer plant, bridges and streets, and other fa- 
cilities. Local governmeiit expenditures for capital imjirovement.N are 
generally controlled today tlirongh an annua! cajiital budget and a 
four- or fiv('->ear cax:>ital iniprovt rnent jilan. In 18 states there is a 
rigid constitutional prohibition against state debt.’ As a result in these 

1 These slates ure Alabama, Arizona, Colorado, Florida, Georgia, Indiana, Loui- 
siana, Maine, Miebigan, MinTies(>la, Missuuii, Nebraska, Ohio, Oregon, Pennsyl- 
vania, Texas, West Viiginia, and Wiseoiiain. This information is taken from H. K. 
Allen, State Public Finance and State Institutions of Higher Education in the 
United States (New York; Columbia University Press, 1952), pp. 151-152. 
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states new capital plant must be appropriated for out of current tax 
revenues or must be authorized by specific amendment to the state 
constitution. In another 17 states borrowing is possible only after ap- 
proval by the voters in a referendum." In the remaining 13 states the 
legislature may borrow as it sees fit."* All states have a traditional op- 
position to the borrowing of funds. In consequence, most new con- 
struetiori has to be s(]ueezed out of current revenues unless there is 
widespread willingness to authorize state debt for this purpose. 

In the Federal government the national legislature may tax or bor- 
row as the legislature sees fit, but capita! expenditures are authorized 
on much the same basis as current operating expenditures. This means 
that the cost of new plant must take its chaaccs in the annual budget 
along with requests for current operating needs. In a time of full em- 
ployment and an unbalanced Federal budget, construction projects are 
likel)^ to receive a double scrutiny. 

As we commented earlier in connc'ction with budgeting, it has not 
been easy to resolve the cpiestion of how government may finance its 
capital-plant recjuirements in an orderly and regular fashion. It be- 
comes increasingly evident that adjuinistrative agencies will have to 
plan their plant needs over a considerable period of time and can 
expect to obtain legislative approval of only a small portion in any 
single fiscal year or period. ^ 

Operation of Plant 

In those buildings which government owns, and sometimes in rented 
quarters, plant operations and maintenance become major considera- 
tions. Although the owners or managers of rented lacilities may ];)ro- 
vide i:)lant operation and maintenance^ occasionally a government 
agency may find it more economical to assume full responsibility for 
this work. 

When government facilities such as military posts, hospitals, pris- 
ons, and state universiti(\s are located awas' from a large urban com- 
munit>^ or when they are large in size, an agency may own and oper- 
ate its own power plant and olh(‘r utilities. The proper operation of 
these utility services then becomes one of the special tasks of in- 
ternal service; a plant engineer and utility workers must be employed 
to perform this work. 

These st:ites are Arkansas, California, Idaho, Illinois, Iowa, Kansas, Kentucky, 
Montana, New Jersej^ New Mexico, New York, North Carolina, Oklahoma, Rhode 
Island, Virginia, Washington, and Wyoming. 

^ Those states are Connecticut, Delaware, Maryland, Massachusetts, Mississippi, 
Nevada, New Hampshire, North Dakota, South Carolina, South Dakota, Tennessee, 
Utah, and Vermont. 
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The major problem which arises in connection with these utility 
services is periodic consideration of whether such services can be more 
economically provided by the public utility servicing the area or by 
the administrative agency itself. When government plant is located in 
a relatively isolated area, there may be no choice. When government 
plant is located in a large urban area, a choice may be available. 
Thus, for example, the Board of Transportation, operating the New 
York City subway system, for many years generated its own electrical 
power. Subsequently it abandoned this arrangement in favor of ob- 
taining its power supply from the public utility serving the area when 
it was found that this power could be provided at a cheaper rate. 

Apart from utility services, the other major pi ant- operating problem 
is that of maintenance. Plant maintenance involves not only the daily 
or periodic cleaning of plant facilities but also the repair of plant. It 
us tliis last item which is most likely to suffer in government operations. 
Because theie are so many urgent demands for the use of government 
funds, management is frecpiently tempted to contract the scope of 
plant iriaiiitenanee operations in order to have funds with which to 
render essential public services. Such deferred maintenance continued 
over a long period of time, however, can become a serious matter. 
The failure to maintain plant in a good state of repair may mean 
large expenditures of a capital nature within a few years’ time. In- 
adecpiate maintenance, indcc^d, is a form of capital consumption which 
may not be apparent immediately but which sooner or later means 
inadecpiate or impaired serAuce to the public. 

Because government does not charge depreciation upon its cai')ital 
plant there is all the luore reason to try to keep plant in good wwk- 
iiig condition. Beplaccmcnt costs mount o\'cr a long period of time. 
Even so, many structures can have a considerable period of useful 
life if they are properly maintained. On the other hand, maintenance 
of facilities which are completely obsolete may be a waste of public 
funds. Here is a matt(‘r of delicate balance which management must 
decide. 

Recently, in various administrative agencies it has become regular 
practice to lay out a comprehensive maintenance plan so that essen- 
tial rex^lacement of parts of a structure can be accomplished over a 
period of several years. Thus roof replacement may be scheduled for 
one year, replacement of heating equipment for another year, replace- 
ment of plumbing and wiring for another year, and replacement of 
window^ sashes for still another y^ear. Such careful programing of main- 
tenance work is essential in order to ensure proper care of government 
plant. 
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Miscellaneous Items 

Most government construction is done on a contract basis. Services 
of architects, engineers, and builders are obtained by contracting with 
private individuals and firms to perform the desired work. On rare 
occasions public works agencies of government may find it economi- 
cally feasible to undertake some capital construction project on a 
'‘force-account” basis. This means that the government agency buys 
all necessary construction supplies and undertakes to build structures 
with its own regular operating emx)loyccs or with workers especially 
recruited for the project. 

Prevailing practice favors the contract aj against the force-account 
method of public construction. It is not economical for government 
agencies to maintain large-scale construction personnel and equip- 
ment when the volume of such construction work is likely to fluctu- 
ate. Moreover, since the construction industry is piiinarily organized 
as a private enterprise in our society, it is more feasible for govern- 
ment to contract for construction services rather tlian to operate its 
own competing construction business. Indeed there is much evidence 
to suggest that the contractual arrangement provides greater efficiency 
and superior service to that which would be available on a force- 
account basis. But sometimes it is feasible to build srnal^ structures 
and to lay out parks on a force-account basis. 

Prevailing constitutional doctrine provides that no government may 
tax the instrumentalities of another government. Federal and state gov- 
ernment facilities do not pay property taxes to local govcTiiment. Since 
local units of government must depe nd primarily on the general prop- 
erty tax to finance local go\ eminent services, such tax exemption may 
become burdensome when state and Federal goveinments own large 
tracts of land. This is esjiecially true if the activities cariied on by the 
state or Federal governments increase the burden upon local services 
such as schools, recreation facilities, water supply, health, police and 
fire protection. As a result some administrative agencies of the Fed- 
eral government and of state governments have found it desirable to 
make payments to local units of government in lieu of taxes. This 
practice is being followed, for example, by some state universities. It 
is being followed by the Tcnnessc‘e Valley Authority in the operation 
of its power-generated facilities throughout the region. The growth of 
Federal grants to state governments and the increase of state funds 
granted to local governments may in a sense be regarded as an off- 
set to the cost which may arise from Federal and state government 
activities in a particular area. The difiBculty is that these grants are 
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distributed for other reasons than the presence of Federal or state 
physical facilities in a particular locality. Accordingly, there is ample 
justification for the practice of administrative agencies of making pay- 
ments to local governments in lieu of taxes. Such payments become 
an item of current operating expense and simply increase the total 
budget needs of an administrative agency. For this reason manage- 
ment avoids such payments if it is at all possible to do so. It is ap- 
parent that this problem of payment in lieu of taxation is likely to 
become more and more troublesome in the years ahead. 

It must be evident even from so general a review that plant prob- 
lems are a major concern for management, one requiring constant and 
careful attention. Management practices in capital-plant planning and 
in plant operation and maintenance are only beginning to catch up 
with the urgent needs in this field of internal service. Much remains 
to be done. 



CHAPTER 16 Internal Services: Supply and Other 


Adequate supply of government activities is a must. Little if any work 
can be performed if the equipment and materials essential to the job 
are missing, or are only partly at hand. Thus management finds it 
necessary to ensure that all operating units have enough supplies with 
which to [lerforin their assigned tasks. 

But too much supply can be as troublesome as too little. An excess 
quantity of ecpiipnuait or materials means storages costs to care for 
the items not being used. Large inventories mean that operating funds 
are tied uii in supplies and cannot be used for other purposes. Nor 
can a government agency dispose of its inventories with thc^ same ease 
that is available to private enterprise. Once a government inventory 
is accumulated, it remains on hand untd an elaborate process of de- 
claring supplies excess and of arranging their disposal has bccai com- 
pleted. Thus the supxdy problem of management is to have available 
enough but not too much of llu^ ecpiipment and materials emx)loyed 
in carrying out the work of an agency. 

Indeed, all phases of siipj^ly activity arc complicatc‘d in the public 
servdee by the extensive laws and regulations governing them. A good 
deal of experience over many years has revealed that supply is a gov- 
ernment activity subject to jpolitical favoritism, cliicanery, and outright 
graft. For this reason legislatures have seen fit to sunound the actual 
purchase of sup]ilics with many safeguards. 

On the other hand, adiiinistrative agiaicies themselves have not 
been overly careful in the jiast in their stock management practices. 
Sux)j;)li^s once issued become the resjionsibility of the operating unit 
to use wisely and well. Often too little attention has been given to 
rates of consumption and to actual use made of equiximent and mate- 
rials. Sometimes government agencies fail to maintain inventory rec- 
ords of equipment with a considerable period of useful life once an 
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item passes from a central storehouse into the hands of an operating 
agency. Yet such equipment is not only a government asset but might 
perhaps be used more effectively if transferred to another agency. 

In 1949 a task force for the Hoover Commission endeavored to 
make some estimates of the supply and equipment operations of the 
Federal government, excluding those of the military departments. An- 
nual supply purchases then ran around 6.5 billion dollars a year; cur- 
rent inventories in the District of Columbia alone were estimated at 
nearly 10 million dollars; and some 20,000 employees were engaged 
in supply activities.^ 

The supply report prepared for the Hoover Commission called em- 
phatic attention to various '‘obstacles” in the way of an effective sup- 
ply system. First of all, interpretations of the law relating to the award 
of contracts had been so narrowly construed by the Comptroller Gen- 
eral as to prevent satisfactory supply of administrative needs. Second, 
personnel standards and practices had failed to recognize the impor- 
tance of the supply activity and had not encouraged the recruitment 
or retention of able jicrsons for tin’s work. Third, budget aiitl appro- 
priation practices had discouraged careful supply procedures. Required 
funds had to be “guesstimated” almost two years in advance, elabo- 
rate justifications prc'paied, and exR'irsive explanations given to the 
legislature. The sums for supply thus obtained were naturally re- 
garded as the agcmcjy's to spend up to the limit. Fourth, agency rec- 
ords of supply consumj3tion and eo.sts had been inadecpiately main- 
tained. Filth, the records on purchase orders and payments had be en 
especially voluminous. The same procedure and same clocmm'ntation 
was rec]iiired for the purchase of snpf)lies costing $101 as tor sup- 
plies costing 1 million dollars. Finally, the report ealled attention to 
the fact that a single statute pass(*d during the Civil War governed 
purchasing i)rocedurc, while no legislation applied to such matters as 
storage and issue, traffic management, standard specifications, and 
commodity cataloguing. Yet there were 360 spt'cial datutes on the 
disposal of property.^' 

One result of the work of the Hoovct Commission was the pas- 
sage by the Federal government of the Federal Property and Admin- 
istrative Services Act of 1949, aj)proved jiiru’ 30 oJ that year. This 
law was amended by acts of Sept. 5, 1950, Oct. 31, 1951, and July 
12, 1952. la this legislation Congress declared that it was its intent 

^ Task Force Report on the Federal Supply Sij.slcni, Appendix B, prt'pan^d for 
the Commission on Org.imzatiun ot the KxecMitive Branch of the Govemmeiit 
(Washington: Government Printing Office, 1949), pp. 2-3. 

2 Ibid., pp. 6-16. 
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to provide for an “economical and efficient” system for the procure- 
ment and supply of personal (as distinct from “real”) property and 
nonpersonal services. The law then created a General Services Ad- 
ministration. The new agency was responsible for procurement, pub- 
lic buildings administration, and records management. The law then 
proceeded to set forth general provisions regulating the purchase of 
supplies, property management, property utilization, property disposal, 
and property surveys and cataloguing. The result was a simplified 
and comprehensive law on property management in the Federal gov- 
ernment. Similar legislation might well be considered by state and 
local governments. 

Inventory Control 

Property management does not begin with purchasing but rather 
with the supply planning which necessarily precedes any procurement. 
An administrative agency requires systematic information about re- 
quiremcjits for equipment and materials needed for future operations. 
These data are usually computed on the basis of consumption expe- 
rience as revealed by inventory turnover, but some periodic cht'ck 
into actual use of issued supplies is desirable. Most civilian agencies 
do not store equipment except in unusual circumstances. Storage oper- 
ations are confined to materials for which there is a fairly^ consistent 
demand. Sometimes items are carried in stock which are obtainable 
from the supplier without delay. When supplies are stored, stock levels 
determine reorder needs. It is not unusual for agencies to try to carry 
too large a stock inventory, which means undue storage costs as well 
as the danger of accumulating obsolete items. 

Management needs to give continuing attention to the supply-plan- 
ning and inventory-control practices of the agency. Data about quan- 
tities of supplies needed in performing work of a given magnitude, 
about quantities of supplies on liand, about desirable size of the cui- 
rent inventory, and about consumption trends are all necessary in or- 
der to determine actual procurement. Inventory control also requires 
a careful cataloguing of the items which an agency consumes. Under- 
or overbuying of supplies depends upon the careful supply planning 
which precedes it. The fact that there is no profit motive at work in 
the public service means that management must find compensating 
influences to check any disposition to stock an unnecessarily large 
quantity of supplies.^ 

3 Cf. A Federal Inventory Control System, Report of the Joint Property Account- 
ing Staft (Washington: Government Printing Office, 1949). 
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Purchasing 

Apart from centralized procurement in order to promote buying in 
large quantities, the principal concerns in government purchasing in- 
volve specifications, competitive bidding, and open-end contracts. An- 
other organizational issue is whether government purchasing should 
locate buying offices in major marketing centers or in the central seat 
of government operations. 

If a government buys in large quantities at any one time, certain 
small suppliers may be precluded from bidding since they cannot pro- 
vide such large amounts. For this reason, some spreading of purchase 
operations over time and by various areas may prove advantageous. 
In addition, if an agency seeks supply sources near the major points 
of consumption, extra transportation costs may be avoided. 

The specifications fixed for the supplies desired, not only in quan- 
tity and dclixery time^ but in performance standards, may determine 
the potential number of supx)liers. In general, government avoids buy- 
ing by brand name and endeavors to set forth general ({ualilativc re*- 
([uiremenls. Sometimes a few minor adjustments in specifications may 
enable more suppliers to compete. Just how far a government agency 
should go in altering specification is a troublesome matter, since there 
is always the (pieslioii whether or not the alteration actually affects 
peiforrnance. Increasingly, government agencies have endeavored to 
develop standard specifications for numerous common items of pur- 
chase which w'ill accord wnth general manufacturing and trade stand- 
ards. 

Competitive bidding is a more or less standard legal requirement 
ij] all government jurisdictions. In order to avoid political favoritism 
ill awarding supply con ti acts, those agencies having procurement au- 
thority arc rccpiiied to advertise for bids, to ojien bids at a specified 
lime and place where any person may attend, and to award the con- 
tract to the “lowest responsible bidder.’’ This term “responsible” may 
sometimes create an opportunity for trouble; the government auditor 
may consider the administrative interpretation of “responsible” as “un- 
satisfactoiy.” The 1949 legislation of the Federal government required 
advertising of bids except in case of emergency, contracts for profes- 
sional services, research contracts with universities, medical supplies, 
research contracts with corporations, and certain other contingencies 
including reasons of national security. In addition, no bidding was 
required for items under $1,000 in cost. The law further stated that 
advertisements for bids should be made in “sufficient time,” and that 
specification and invitations to bid should be such as to permit “full 
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and free competition,” All bids have to be “publicly opened at a 
specified time and place.” If an administrator determines that all the 
bids are contrary to the public interest, no contract may be awarded. 
In the contingency circumstances specified by the law, an agency may 
negotiate terms and prices. 

Most purchasing offices maintain bidders’ lists of potential suppliers 
and endeavor to promote new sources of supply when this can be 
done fairly. Prices are studied continuously, and when possible gov- 
ernment purchasing is timed to fit market fluctuations in demand. 
The Federal government has experimented extensively in contracts 
for standard items which fix prices but not quantities. These “open- 
end” contracts have proved advantageous ii* avoiding excess stockage 
and in ensuring immediate supply of needed items. 

Prompt payment on purchase deliveries may usually result in cash 
discounts. This is an incentive for eliminating “red tape” in processing 
receiving reports, preparing vouchers, and writing checks. 

Storage and Issue of Supplies 

There are many technicalities today in effective warehouse manage- 
ment. Storage problems are many, from proper identification of items 
(complete and parts), desirable layout (by nomenclature, by number, 
or by bin size), consolidation of space requirements, and proper pro- 
tection, to packing and packaging and satisfactory shipping^sequence 
(last in, first out versus first in, first out). Wc mentioned earlier the 
great improvements which have taken place in warehousing methods 
in recent years, especially as the result of the palletized load and the 
fork-lift truck. These technical aspects of storage and issue are the 
province of personnel specially trained in warehousing techniques. 

The major storage concerns for the top management of an agency, 
however, are two or three items in particular. The first is to consolidate 
the number of storage points in a few major centers of supply. The 
more storage points an agency operates, the larger are the inventories 
it must maintain and the higher the costs of its storage operations. In 
1949 the Hoover Commission task force report on Federal supply re- 
ported that six major civilian agencies maintained a total of 748 differ- 
ent storage facilities.^ It seemed obvious that this was too many differ- 
ent storage points. In the second place, the warehouse is the key point 
in the maintenance of inventory records and in proper stock control. 
Unless stock records are fully and promptly posted to reflect all re- 

* Task Force Report on the Federal Supply System, p. 55 . 
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ceipts and issues, and unless the stock records are used in determining 
consumption experience and purchase requirements, an agency has 
failed in proper stock control. In the third place, a great deal of ware- 
house space may quickly be consumed by unused or little used equip- 
ment and materials. Some careful check is needed periodically in order 
to find out how much stock an agency is keeping in its warehouses 
which is obsolete or of such unlikely usefulness as no longer to justify 
warehousing. Disposal of excess property is a troublesome business in 
government, since it usually involves efforts to make sure that other 
agencies do not need the items and then requires competitive bidding 
for the actual sale. But these compheations do not justify a manage- 
ment attitude of indifference to the dis}3osal of unneeded supplies. 

Maintenance of equipment and materials is a problem closely allied 
to storage. Most warehouses operated on any sizable scale arc likely 
to have some kind of shop facilities incorpoiated within them. Sup- 
plies stored for any length of time may require periodic* inspection of 
their condition and some maintenance work. Ecpiipment no longer 
needed by a particular office may be returned to a warehouse; some 
maintenance effort may permit reuse of this samii equipment. Manage- 
ment nc'eds to be alert to the possibility that its maintenance opera- 
tions, such as of motor vehicles, may be separated from its major stor- 
age activity, such as of spare parts. Duplicating maintenance and 
storage work may result, with consequent increases in cost. 

The issue of supplies from storage points presents a problem in traffic 
management. The fewer tlie number of major storage points and the 
greater the items stocked, the more economy may be i^ossible in con- 
solidating shipments. In 1949 the Hoover Commission task force re- 
ported that 20 per cent of h'ederal government shipments involved 
commodities not ordinarily sliipped by private eoinmereial companies. 
Unless a goverimieiit agency took the proper slc'ps to obtain special 
quotations of shipping rates on these supplif\'> “such shi])mcnts wall 
move at unreasonably high eommcTcial rat( s.'’ The rale structure for 
freight haulage is an intricate matter and rf'qnires coiitimiing carcd'ul 
attention by large shippers. In this resx^ect an administrative agenev 
of government is in no different a situation vis-a-vis the common car- 
riers, and especially tlie railroads, than a i)rivat(' eoinmereial shipper. 
The careful routing of govermneii* traffic, the consolidation of ship- 
ping into carload lots cxccjpt in emergency cases, and constant scrutiny 
of shipping costs are primary concerns of traffic management. 

^ Ibid., p. 75. 



382 


The Common Problems of Internal Services 


Utilization of Supplies 

The subject is so important that the utilization of equipment and 
materials may well be mentioned again. Agencies have first of all to 
differentiate between consumable supplies such as paper, ink, and 
pencils and durable equipment such as desks, typewriters, and auto- 
mobiles. This latter equipment has a limited useful life, to be sure, 
but that life should be several years. Although x^t'riodic rex)lacement 
is necessary, during the useful life of any durable equipment manage- 
ment needs to give careful attention to its full utilization. If this is 
not done, supply requirements mount. 

Many government agencies apparently dc not keep a careful inven- 
tory of their durable equipment, lack a definite replacement program, 
and fail to check actual use made of the equipment in the hands of 
operating units. Once equix)ment is issued, the receiving office tends 
to regard ihe xxoperty as its own j^eculiar possession rather than as 
government property. The use made of the equipment is then consid- 
ered the individual concern of the unit where it is assigned rather 
than a legitimate interest of an agency as a whole. The cultivation of 
the desired attitude toward government prox>erty among all personnel 
is one of the real challenges to management. 

Printing and Reproduction ^ 

The internal service of printing and reproduction need not detain 
us more than the moment necessary to emphasize once more that the 
volume of such activity in the government service is a sensitive matter 
indeed. Legislative and external critics are properly alert at all limes 
to discover any attemxit which may be construed as promoting a 
monopoly of government power. In the Federal government admin- 
istrative agencies arc forbidden to operate their own printing establish- 
ments exeex^t when authorized specifically to do so in special circum- 
stances, such as in the printing of maps. State and local government 
agencies usually purchase printing as they would any other service 
within the limits of their available appropriation. 

But although administrative agencies may not or do not operate 
their own printing establishments, more and more they have tended 
to acquire their own reproduction centers for mimeograph, multilith, 
and photo-offset processes. The costs of operating these reproduction 
centers, moreover, do not appear in the agency budget as printing 
but are incorporated in the requirements for personal services (the 
operators of the equipment), and for supplies (the necessary equip- 
ment and materials). The actual cost of maintaining this activity is 
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known to management only if special attention is given internally to 
segregating these cost items. 

The need for such reproduction centers in a large administrative 
agency is unquestionable. Staff communication, the i^reparation of 
many internally used forms, and even proper communication with the 
public may depend upon the ready availability of an internal repro- 
duction service. But the possibility of abuse, or even more likely of an 
unnecessary large volume of reproduction work, must constantly be 
faced. Management needs some devices for controlling the quantity 
of work undertaken by these internal reproduction centers. Suc h con- 
trol may be exercised by giving specific approval to each individual 
piece of material desired for reproduction by an operating unit, or 
by giving a reproduction allotment to each agency and running the 
central service by a transfer of funds. This last is a complicated book- 
keei^ing method of operation but has the advantage of imposing limits 
upon reproduction while leaving some discretion in selection of items 
to the operating unit In cither case, departmental and agency manage- 
ment in the public scr\ice is well advised to keep its reproduction 
activities under careful scrutiny. 

Transportation and Communication 

What has just been said about reproduction may also be said about 
transportation. Government agencies purchase passenger transporta- 
tion service from common carriers. The sums appropriated for travel 
therefore limit the total volume of moving about whic'h an agency 
may authorize. Management in turn must allot these travel funds to 
the various operating units of the agency. The problem of equitable 
distribution and the necessity for deciding what is essential travel re- 
quire some definite management policy. 

On the other hand, an agency may seek to meet some of its travel 
needs by acquiring its own nieai's of transportation, especially passen- 
ger automobiles. As we have noted, this is a piacticc^ which legislators 
tend to suspect. On the other hand, much administrative work de- 
pends upon the adequate availability of ready transportation, and this 
the passenger automobile pro\ades, especially in a local community. 
Administrative agencies are usually expectc‘d to justify their operation 
of passenger automobiles carefully and thoroughly. Proper use records 
then become doubly important, both to prevent abuse of the service 
and to explain the need for the service at appropriation time. 

Both internal and external communication by government agencies 
depend ordinarily upon use of the mail and of the telephone. Federal 
administrative agencies in the past have enjoyed the franking priv- 
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ilege of sending mail without the purchase of postage stamps. For 
a time after World War II Congress experimented with a requirement 
that every agency include postage in its appropriation request and 
so buy x^O'ital service from the Post Office Department as state and 
local administrative agencies do. The experiment was dropped, how- 
ever, within a year because agencies submitted large budget requests 
for x)ostage and began to complain about an undue restriction upon 
communication. It seemed simpler to return to the former franking 
practice. In 1953 further attention was given to the possibility of hav- 
ing Federal agencies ‘‘pay” for their mail service. The administrative 
agencies of state and local governments do not enjoy the benefits of 
free mail service. 

Telexihone service is a purchasable item for all government agen- 
cies. In all larger governmental jurisdictions it is customary for most 
administrative agencies to operate their own ]:)rivate branch exchange 
(PBX) or mechanical switching equijDmeiit. With the private* branch 
exchange the telephone may be used for internal communication at 
a monthly equipment rental charge plus direct operating cost (the 
internal operators). Incoming calls can be handletl without additional 
cost other than adecjuacy of the private branch ('xchange. Outside 
calls by personnel of the administrative agency rej)rcsent a cost to 
the agency charged by the teleplione comx')any. ^ 

Many agencies have installed mechanical switching cqiiijmient 
because it lowers the personnel cost of operating a x^rivate branch 
exchange. But this almost at once results in a sizable increase in the 
number of outside tclex^hone calls made from within an agency, since 
anyone can dial for an outside connection. There is no way to trace 
the volume of such outside calls to individual telexohone stations under 
this method. When an agency installs mechanical switching equip- 
ment, it must be x^i'^^'pared to face the prospect of an increase in its 
telephone charges for outside service. 

The major management problems in so far as telephone service is 
concerned are thc'se: What type of service does the agency require for 
its work, and what personnel of the agency should have an Individual 
telephone? These are not easy questions to answer. They may demand 
a good deal of internal study and even some external consultation with 
both the telephone company and indejiendeiit advisers. Certainly care- 
ful study is necessary when telephone costs suddenly go up with no 
coiTesx^oiiding increase in agency personnel and work load, or when 
comx)laints arise from employees or outside that the service is slow. 
Needless to say, any sizable expansion in the work of an administra- 
tive agency also means attention to available communication service. 
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An individual employee needs “station equipment” whenever it will 
enable him to do his assigned work with greater speed or greater vol- 
ume. This increase must necessarily be balanced with the cost in- 
volved. Unfortunately, the telephone is such a common instrument 
that its availability is considered a general privilege of employment. 
It may even be regarded as an indication of status and prestige within 
an organization. Few employees are ever informed about the costs 
entailed in i^roviding the service. Intelligent sharing of stations is the 
commonest form of telephone economy. Sharing the same tchq 3 hoiie 
line or connection is another form of economy. 

There are several types of supplemental switching equipment which 
may be used, such as the cut-off for an extension station, the “hold- 
call” device, intercommunication, and multiline aiTangerneuts. It 
just as important to have siiffieirait telephone service as to avoid hiw- 
ing too much. Only examination of the needs of the individual situa- 
tion and the “tailoring” of the service to the situation can solve the 
problem of necessary service. 

The problem then remains of telephone “discipline,” of keeping the 
volume of use within anticipated ne(‘ds and of scrutinizing all requests 
for change in service. The major neid is to inculcate in ein])l()yee.s 
the understanding that the telephone is not a matter of personal con- 
venic'uce but of official business, and must be treati d as such. There 
arc also C('rtain essentials of telephone courtesy which all inembers of 
an office force should be taught and expected to observe. 

In special circumstances an administrative agCTK'\' may rely up(m 
other means of communication than the two common iornis of mail 
and telei)hone. But special retjiiirements of the administrative activity 
are necessary in order to justify use of the two-way ladio (as in police 
and fire work), teletype communication, special cable and wiielcs. 
services, and other unique signaling devices. These need not rc'quirc 
our attention here. 

One further aspect of communication work does deserv e mention. 
Many administrative agencies set up a message center for both incom- 
ing mail and incoming telephone calls, b may be worthwliih' in cer- 
tain instances to “log-in” all incoming messages in order to check the 
time required to answer public inquiries or to ensure that every in- 
coming letter gets a response. Such a message center may be some- 
what expensive to operate; it is indispensable in a large office with 

® In making these obsen ations iho author has drawTt partly iipon a nianagfauont 
bulletin of the Federal Bureau of the Budget entitled TclcpJiOtie Scn icc: Basic 
Elements of Necessity and Use (Washington: Government printing Ollice, 1947). 
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a great volume of incoming mail addressed to the agency as such and 
not to specific employees. Obviously, loo, prompt distribution of mail 
is necessary if it is to obtain prompt response. 

Records Management 

As government expanded the size of its activities, the problem of 
handling its records suddenly emerged as having overwhelming pro- 
portions. By 1948 it was estimated that the Federal government had 
accumulated about 18.5 million cubic feet of records, all but 4 million 
of which had grown since 1932. This amount of space was the equiv- 
alent of six Pentagon Buildings. Moreover it cost 27 million dollars 
a year just to provide the space to house government records. If all 
these records were kept in four-drawer filing cabinets, it would hava^ 
required 154 million dollars just in initial cost to contain such a vol- 
ume.^ 

One reason why the magnitude of government records has grown 
so rapidly has been the increased use of mechanical office equix^inent. 
Thanks to those machines, it is possible to reproduce more papers 
than ever before at relatively low cost. But if these new quantities 
of paper records are not properly handled, which means disposing of 
the bulk of them, records become mountainous. 

The solution to this situation has been the development ^nd instal- 
lation of a modern program of records management. The objective of 
such a program is to establish standards and controls for record mak- 
ing and record keeping, selective records preservation, sch('(luled tlis- 
posal, and transfer of records to records centers. In 1950 Congress 
added a new Title V to the Federal Property and Administrative 
Services Act of 1949, known as the Federal Becords Act, approved 
Sept. 5, 1950. This legislation directed the General Services Adminis- 
trator to provide tor the economical and efficient management of Fed- 
eral records by developing and promoting standards and techniques 
for maintaining records “deemed appropriate for preservation” and 
for disposing of records “of temporary value.” In addition, the Ad- 
ministrator was directed to promote the economical utilization of 
space and equipment needed for servicing and storing records. The 
Administrator was given authority to insi^cct or survey the record 
holdings of all Federal administrative agencies, and to set up records 
centers for the storage of retained records. The head of each admin- 

Task Force Report on Records Management, Appendix C, prepared for tlie 
Commission on Organization of the Executive Branch of the Government (Wash- 
ington: Government Printing Office, 1949), pp. 2~4. 
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istrative department and agency was directed by the law to “establish 
and maintain” an active, continuing program for the economical and 
eflScient management of the records of an agency. 

The records problem can conveniently be divided into two parts. 
One phase of records administration has to do with the survey of cur- 
rent and noncurrent records already accumulated to determine what 
may be disposed of and what it is desirable or necessary to retain.® No 
ready standards exist for making such determinations. Under Federal 
legislation approved July 7, 1943, no records may be disposed of or 
destroyed without approval of the Archivist of the United States and 
of Congress (through a committee of each house). The Archivist is 
expected to take custody of records deemed to have “historical or other 
value.” Certain other records, such as purchase' orders, must be kept 
for a period of time specified by statute. The customary practice is 
to discard records which are an obvious duplication of other records 
and then to retain the remainder. But by segri'gating current from 
noncurrent files and by storing noncurrent files away from the active 
seat of administrative operations, substantial economies are achieved. 

The task force for the Hoover Conmiission estimated that 90 per 
cent of the cost of records space and maintenance could be saved by 
a transfer of noncurrent records from office space into well-planned 
records centers. One file cabinet in office space cost .‘629 a year to main- 
tain; the same contents could b(* preserved one yc^ar in a storage center 
for $2.15. Military records centcis set up during World War II found 
that they could achieve a turnover in records of from one-fourth to 
one-third a year by continuous screening.’^ 

The second phase of records management is to control the current 
accumulation of record.s in order to cut down on the volume of re- 
tained records needed for current use. This can be done by eliminating 
widespread and unessential duplication of filed materials, by micro- 
filming as a labor saving device in duplicating necessary records, by 
reducing the number of carbons and forms prepared and temporarily 
retained, and by eliminating unnecessary reports. This requires active 
attention by management to ensure that other prescribed practices 
are being fully employed.^® 

® On the procedure of such a record? sur\^ey or in\enlory see Homer L. Calkin, 
‘4n^'ento^vmg Files,” Public Administration Review, vol. 11 (Autunin, 1951), 
p. 242. 

^ Task Force Report on Records Manafiement, pp 15-17. 

10 Cf. Philip C. Brooks, Public Records Management, PAS Publication 103 (Chi- 
cago: Public Administration Service, 1949). 
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The Administrative Officer 

One final item of management organization must be mentioned in 
concluding this discussion. As we observed earlier, many administra- 
tive agencies have found it desirable to have a principal staff officer 
in charge of budgeting, personnel, management improvement, and 
the various internal services mentioned in this and the preceding chap- 
ter. Peculiar difficulties in the scope of authority for such an officer 
are likely to arise in a technical agency. For example, in a public- 
health department the department head and the principal staff super- 
visory positions as well as the heads of the operating units will be 
headed by public-health doctors or other professional personnel. But 
should the so-called ‘'business” operations of management also be 
manned by medical personnel? Or should these posts be manned by 
men with training and experience in such fields as accounting, person- 
nel, building management, purchasing, or any of the other service 
activities? The same questions arise in a public university. The in- 
structional staff is expected to be made up of men and women specially 
educated for such duties. Shall the same sort of educational back- 
ground be required for the so-called “business affairs” of a university? 

There have been two good reasons lor answering this practical 
question by saying that the business manager need not be a profes- 
sional in the subject matter of the agency. The first reason has^to do 
with the shortage of professionally ('ducated personnel in some fields, 
especially in medicine. To convert a doctor, for example, into an ad- 
ministrative officer handling internal budget, personnel, and service 
problems is a wastage of highly educat(‘d personnel needed to per- 
form the jircssing substantive work of an agency. Th(‘ second reason 
is that often persons with a ditferc*nt background from the profession- 
ally educated individuals doing the substantive work are better quali- 
fied to direct these operating and internal service activities on behalf 
of the chief ailministrator. Thus, x^rofessors educated in the humani- 
ties, the social sciences, and the natural sciences may take over the 
substantive administrative duties of a university having to do with 
supervising instruction, but a different kind of officer may be desired 
to handle the business affairs. 

The complication in this arrangement arises when the administra- 
tive officer becomes so influential that other professional personnel 
believe he is invading their prerogatives. There is no doubt but that 
an administrative officer can and should be influential in determining 
general policy. He often knows more about the agency as a whole 
than the individual operating heads. He may even know more about 
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the agency than the general administrator and his principal policy 
advisers. The reason is simple. Many professional persons highly 
competent in their specialty rise to high administrative post without 
any experience or training in the common problems of management, 
without any knowledge of the range of problems we have been con- 
sidering in this volume. The kind of person who rises to top place as 
an administrative oflRcer is much more likely to have had this peculiar 
kind of management training and experience. Moreover, in a large 
organization, the management specialist may easily acquire a suiBcient 
working knowledge of the subject-matter specialty of the agency to 
make the intelligent broad decisions required of a general adminis- 
trator. 

It is unfortunate to find in government agencies, as one sometimes 
does, that a good deal of hostility has arisen between the general ad- 
ministrator and his policy advisers on the one hand and the admin- 
istrative or “business’’ officer on the other. Any kind of personality 
conflict in the tox3 positions of an agency is to be dex^recated. But the 
solution does not lie in trying to suppress or belittle the importance 
of the administrative officer. Rather the solution would seem to lie in 
the better education of top professional personnel in the problems of 
inanageincnt, not so that they can take over the task of directing the 
details of budgeting, accounting, and internal services, but rather so 
that they may share the x^oint of view of the admin istrativ'^e officer. 
Much conflict in administrative agencies is frequently the result of a 
failure in understanding between professional staff and administrative 
staff. 

As we have noted before, professional specialists tend to be enthu- 
siasts for their particular work. We would not want it otherwise. But 
at the same time these enthusiasts tend to be restive under the restric- 
tions imx^osed as a necessary condition of organized groiqi life. There 
cannot be formal organization to achieve staled objectives without de- 
fined spheres of authority, without budget limitations upon the mag- 
nitude and scope of the work effort, without stated personnel policies 
and procedures, without the maintenance of plant, or without the 
provision of necessary supplies. Management is not just the planning 
and supervising of programs; it is equally the translation of group 
purpose into operations through an organized pattern of expected 
behavior and through budget direction. It is this second range of prob- 
lems, the subjects here identified as the common x^roblems of operation 
and of internal services, which the professional specialist so seldom 
comprehends and the administrative officer understands only too well. 
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Management in any agency is a blending of an interest in the sub- 
stantive problems of policy and procedure with an interest in the 
mechanics of work operation and service. The general administrator 
needs to represent such a blending in his own person. His principal 
associates in program planning and supervision need to gain an under- 
standing of the operational and service difficulties. His principal asso- 
ciates in handling details of work operation and service need to par- 
ticipate in the enthusiasm for the end pui-poses the agency exists to 
serve. Thus only can the goals of group organization be achieved. 



CONCLUSION 




CHAPTER 17 The Values of Management 


This volume has been concerned with the common problems which 
management in the public service must decide in conducting public 
ahairs. We cannot conclude, however, without a few words about the 
ends of management. Our intcuest here has been perhaps best indi- 
cated by the subtitle: Tlw Quest for Effective Perform/ince These 
words have suggested that the principal concern in public manage- 
ment is eflectiveness, or efiiciency, in the operation of public enter- 
prise. This is a firm c'onviction indeed oi most ])ersons who have writ- 
ten about administration. Luther Gulick has spoken of efficiency as 
the “single ultimate value in administration.” ^ Herbert Simon has been 
much concerned to demonslrate that rational behavior in administra- 
tion is primarily a calculation of means reasonably expected to realize 
a given end.~ And Dwight Waldo has pointed out that economy and 
efficiency have been the tvn'n beacons which have guided administra- 
tive reformers and WTiters in this country." 

But Waldo has also bet - critical (d this trend. He has put his ob- 
jection succinctly: “We hold that efficiency cannot itself be a value.” ^ 
He has pointed out that efficieiicy is concerned only with relationships, 
and that it must therefore be defined in terms of some purpose or end. 
He has then gone on to discuss the proposition that efficiency may be 
merely descriptive of prox^ortioiis involved in the performance of some 
work, such as costs in manpower, machine-hours, and materials. His 

1 Luther H. Gulick, “Science, Values, aijcl Public Administration.” in Luther H. 
Gulick and L. Ur^vick, eels., Papers on the of Adjninht ration (New York: 

Institute of Public Administration, 1937), p. 193. 

‘-^Herbert A. Simon, Adniinisttutive Behavior (New' York: Macmillan, 1947), 
especially Chap. III. 

3 Dwight Waldo, The Admini&trattve State (New York: Ronald, 1948), Chap. 

10 . 

* Ibid,, p. 202. 
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conclusion is that the “descriptive or objective notion of efficiency is 
valid and useful, but only within a framework of consciously held 
values.” ® Waldo then pleads for a hierarchy of purposes, a “pyramid 
of values,” which should be explicit in the writing about public ad- 
ministration. But he does not himself endeavor to formulate those 
values. 

This is a challenge which every student of public administration 
must be willing to accept. In the x^ast few years a number of persons 
have presented their tentative response. Robert Dahl has argued that 
the “student of jiublic administration cannot avoid a concern with 
ends.” He has asserted that no science of administration would be 
X^ossilde until the i^lace of iiornvitix e values w.vs made clear. In review- 
ing Waldo's book, Arthur Macmahon sketched the study of jmblic 
administration in tt'rms which suggested the existence of an iin^dicit 
value system. He spoke of “the special conditioning role of purpose,” 
of “the unique x^olitical context of imblic administration in each c oun- 
try at any given time,” of how x)olicy and program must condition 
structure and procedure, of “limited choice” in responding to admin- 
istrative situations, and of “common characteristics” of hiunan be- 
havior.'^ These elements in administrative behavior were all subject to 
determination or evaluation in the light of value judgments. But Pro- 
fessor Macmahon did not go on to assert what these partkailar values 
might be. Emmette Redford has written that a “sense of th<^ imi)or- 
taiice of values needs to pervade the study of administration,” espe- 
cially because of the growing imx)ortance of administrative ag(‘ncies 
in defining the x)nblic interest.'^ And in reviewing a decade of writing 
about public administration, Wallace Sayre observed that students and 
practitioners “had become more inquisitive about basic assumx)tions 
and jjreferenccs.” He* observed further that lieterodoxy rather than 
orthodoxy characterized the discussion of values, and tliat tlie debate 
was certainly not eiidf*d. But he was convinced that a sense of the 
importance of values had increased greatly in recent yeais.^' 

Yet even in 1950 a major text in i)nblic administration proclaimed 
the position “that knowledge of administration, like all know^ledge, is 

® Ibid., 11 . 203. In the origiiiLil the qiioted words are italicized. 

® Robert A. Dahl, “The Scicnee of Public Adiniiiistnition: Tliree Problems,” 
Ptihlic Administration RevAcw, vol. 7 (Winter, 1917), p. 1. 

^ Arthur W. Macmahon, “The Administrative State,” Public Administration Re- 
vieto, vol. 8 (Summer, J94S), p. 211. 

® Emmette S. Redford, “The Value of the Hoover Commission Reports to the 
Educator,” The American Political Science Review, vol. 44 (Jime, 1950), p. 283. 

^ Wallace S, Savre, “Treuds of a l^ecade in Administrative Values,” Public Ad- 
ministration Revietv, vol. 11 (Winter, 1951), p. 1. 
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amoral.” The authors acknowledged that a code of ethics was im- 
portant for the administrator, but they were not disposed to inquire 
into the source or nature of this code, or into how it might aflFect their 
primary interest in studying the techniques of influencing the behavior 
of organized groups. And there has even been some interest in reviving 
the old dichotomy between politics and administration by suggesting 
that policy making occurs when there is a “low level of predictive 
guides” for action in an administrative situation, while “administra- 
tion” occurs when “there are highly predictive guides” for action.^’ 
It has been proposed that administration be analyzed in terms of pur- 
pose, and it is recognized that purpose expresses some desire for a 
general future state believed to be “good.” But even so, some writeis 
continue to believe that the student of administration is almost exclu- 
sively concerned with the means involved in realizing purpose and 
not with judgment about the sense of values which illuminate or 
dcjininaie administrative behavior. 

The present author would take a middle ground, if that be possible. 
It is obvious that much of the writing about public admiuisti ation is 
concerned with procedures and processes. This volume has emphasized 
a whole array ol problems which are involved, and which must be 
sob'cd, in any given situation in older to achieve elfectix e x^erformance 
of the public scTvice. But the author accepts effective x^erformance as 
a rclati\e or intcTinodiatc value only. He firmly believes it to be an 
important value. The political seientists and others who hav^c dedicated 
their li\es and their energies to advaneing elfectivc performance of 
the public service have not done so in vain. For the author would 
argiK' that effective performance of the public service is essential to 
a scale of higher values which condition and motivah^ management 
in th(‘ United States. 

At the outs(*t the author rejects the idea that maintc^nance of an 
organization in and of itself is a vi'hie to be cherished in our society. 
Although he recognizes the reality of tlie statcanent he does not 
aceex^t as desirable any such x>i*ox)osition as the following: 

From a moans, organization becomes an end. To the institutions and 
qualities \vhi('h at the outsc't were destined simply to insure tlie good work- 
ing of the party rnaelnnery ... a gu'ater imjjorlance comes ultimately to 
be attached than to the productivity Ox machine. 

Herbert A. Simon, Donald W. Sinitlihnrp;, and Victor A. Thompson, Public 
Achnini strut ion (Xh'vvYoik; Knn|)l, 19.50), p 22 

James K. F('ciy, h., “An Anah sis of Adni]iiistrali'\'c J^irposc*/' The American 
Political Science Rcvicii ., \(d. d5 ( JX'ccmhcr. J95J), p. 1009. 

Harold D. La, swell and Abraham Kaplan, Power ana Society (New Haven: 
Yale University Press, 1950), p. 44. 
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Unless an organization contributes continually to fulfilling some 
basic public service desired by and useful to all or a sizable part of 
our citizenry, that organization has no justification for its existence. 
Accordingly, the author rejects at once the proposition that the proc- 
ess of group life of and for the benefit of the members of that group 
generates a major value for our society. 

Similarly, the author must reject the proposition that value inheres 
in organizational life as a means of acquiring power in our polity. It 
has been argued that a new elite is emerging in society throughout 
the world, that this elite is the managerial class, and that political 
power now resides in or soon will be seized by the members of this 
class.*'* Undeniably, administrators participate in the struggle for 
power, which is the very essence of political life.^'* But effective per- 
formance of the public service is not to be judged in terms of the 
political pow(ir acquired by management. The great growth of ad- 
ministrative agencies of government has not taken place in order to 
introduce a new element in the struggle lor power or to provide a new 
avenue for the realization of power. 

The proposition of this volume is simply this. Effective performance 
in the public service is a much-to-be desired end because of what it 
contributes to certain other values. The author does not pretend to 
be able to formulate these values with any degree of exactness or 
finality, but he believes these values can be conv'cniently suin«iarized 
in a threefold scale. The essential ultimate values of management in 
the public service are satisfactory service, responsible performance, 
good government. 

To endeavor to sketch the sources of these values in Western civiliza- 
tion would require many pages. The author will be content simply to 
fall back upon another threefold summary: our culture, our society, 
and our individual personalities.^*^ The culture we have inherited, the 
society of which we are a part, and the individuals we are have all 
contributed in varying degrees and in different ways to our scale of 
values. 

It has become increasingly popular in discussions of psychology 
to .speak not just of “goal-oriented” behavior but of “value-oriented” 
behavior. We surely cannot ignore values simply because it is difficult 

Cf. James Burnham, The Managerial Revolution (New York: John Day, 
1941). 

Cf. Norton E. Long, “Power and Administration,” Public Administration Re- 
view, v^ol. 9 (Autumn, 1949), p. 257. 

15 The autlior has taken this classification of causal fmees in human bchaWor 
from Talcott Parsons and Edward A. Shils, eds., Toward a General Theory of 
Action (Cambridge, Mass.: Harvard University Press, 1951). 
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to define them or because individuals define them in different ways. 
Modern civilization with its complexities does not pretend to a unity 
or absolutism of values. Or perhaps it would be more accurate to say, 
as Reinhold Niebuhr has so persuasively argued, that there is a marked 
distinction between ethical absolutes and cultural relativism.^® Values 
must always be interpreted by many, no matter what may be their 
divine origin. And in the process, man is as apt to express his own 
cultural interpretation ol ethical v alues as he is to voice revealed truth. 

The autiior recognizes, then, that in postulating the scale of values 
here oudined he runs the danger of error. He has no authority other 
than what appears reasonable to him to propound that this is the 
basic, the fundamental, or the absolute set of values for public admin- 
istration. The author maintains only that values must be formulated, 
discussed, modified, and interpreted to fit various conditions. In our 
culture and in our society, the author as an individual personality 
postulates this scale of values as those which management in the pub- 
lic service endeavors to promote'. He goes further and maintains that 
effective performance in the x)ublic service has meaning in so far as 
it helps realize these values. And in turn, he cannot conceive of these 
values as having any validity without effective performance of the 
public service. 

Satisfactory Service 

A first value in the ends of public management must be satisfactory 
service. The political proccss(\s of a democratic society determine 
what government shall undertake' to p)("i*form and on what scale. In 
this proct'ss, as we have remarked before, Tnanagcmenl as it already 
operates in the public scivice cojitrihutcs its advice and influence. But 
once the political process has spoken, once legislature and executive 
(and occasionally judiciary) have disposed, it is management which 
administers. It is management whi> h in large part determines how the 
assigned tasks shall be performed. And what goal then illumines the 
way for management to proceed? It is the goal of satisfactory service. 

We may grant at the outset that any specific definition of satisfac- 
tory service is difficult to frame. We can at least enumerate ingredients 
of a definition. 

Satisfactory service means equitable service, means fairness in the 
administration of government work. “We hold these truths to be self- 
evident: that all men are created equal.” No American document has 

Reinhold Niebuhr, “The Christian Faith and the Economic Life of Liberal 
Society,” in A. Dudley Ward, ed.. Goals of Economic Life (New York: Harper, 
1953), p. 433. 
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ever expressed the ideal more boldly or succinctly than this which we 
honor on July 4 every year. In the conduct of the public service, 
equality means that all citizens shall be treated equally in the eyes 
of the law and the administrator. No discrimination in the service pro- 
vided by government can be tolerated because of the citizen’s “race, 
color, or previous condition of servitude,'’ because of the citizen’s 
economic and social status, his party affiliation, his personal acquaint- 
anceships, or his ability to reward the administrator. If the law directs 
that persons be treated diiferently, the categories of the law must be 
faithfully observed by the administrator. If the law sets a common 
standard of administrative behavior, then management may make only 
such distinctions as are reasonable and still preserve the essence of 
equity— the equal treatment of those of equal worth in the eyes of a 
divine Being. 

Western jdiilosophy has always cultivated the goal of equity. In 
the ethics of Aristotle the good man was a just man, and the just man 
treated others equally. Tlu‘ Master opened the gateway into the King- 
dom of Heaven by saying: “Even as ye do it unto the least of thes(\ 
my brethr('n, ye do it unto me.” The Levelers of seventeeiith-eeutury 
England wc're epitomized in the words of Colonel Rainsborough: 
“The poorest lu* that is in England hath a life to live, as the greatest 
he.” These and many others have awakc'ued or reminded our con- 
science that ill every pc'rson there is some bit of common impPirtanee, 
some element of common worth. The administrative conscience is 
not free from ihv same obligation. People are to be treated as indi^'id- 
uals, not as pawns; they are entitled as a matte^r of being to common 
standards of service. 

In th(' second ])lace, satisfactmy service means timeh/ sfTvice. No 
jierformance of the public enterprise can be effective which is not 
on tim(‘. If the fire-fighting equipment arrives alter th(' firi' has wreaked 
its havoc, the service has not been satisfactory. The rubbish must be 
collected and disposed of on schc'dule. The school expectcxl to hold 
its first class at ctght o'clock in the morning must not begin to opi'rate 
at noon. Our Armed Foices may have the finest ecpiipment wliich the 
ingenuity of man can dc’vise and which the technology of man can 
produce', but if the Armed Forces arc not ready to repel attack when 
the crisis comes, no other characteristic can compensate for the lack 
of timeliness. Management must see that the jjublic service is per- 
formed on time. 

Satisfactory service means ample service. The Armed Forces have 
often employed as a favorite definition of logistics this exhortation : the 
right amount of supplies in the right place at the right time. An ample 
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service means the first two of these attributes— the right quantity at 
the right geographical location. Equity or timeliness cannot be realized 
unless the required amount of service is also available. The citizen is 
not fairly served if geographical variations of substantial magnitude 
are permitted to affect the quality of public service. Management is 
therefore alert to the need to handle its load in such a way as to pro- 
mote an ample service for all citizens. 

Satisfactory service means a continuous service, one always avail- 
able to the citizen who needs its assistance. The United States Post 
Office on Eighth A\'enue in New York City bears across the top of its 
Grecian columns a slogan known to every school boy: “Neither rain, 
nor snow, nor sleet, nor dark of nigl\t shall stay these couriers in the 
swift completion of their appointed rounds.” Here is the expression 
of a great purpose: No physical elements shall be permitted to halt 
the public service of mail delivery. The public service cannot operate 
one week and close the next to suit the whim or fancy of an admin- 
istrator. Management’s task is to be always on the job, always ready 
and prepared to dc; the required work in the public interest. We do 
not educate children in our public schools every other year. They must 
be educated every year. We do not collect taxes every other quarter 
but in all quarters of the year. We do not guide the commercial air- 
plane to its safe landing at the airport in the daytime and ignore the 
aircraft which flies at night. The policeman’s beat must be covered 
twenty-four hours a day. The public service must be continuously 
available. 

And satisfactory service is a progressive service, a service which 
improves in quality and pcrfoimancc. Our modern technology lias 
taught us the meaning of productivity— the ability to produce more 
with the same ingredic‘nt;> of men aiid resources. How do we do this? 
By eliminating waste and utilizing improved methods of operation. In 
this way we can hox)(’. to achieve ; 'creased productivity in the public 
service. There is evidence that thi., lias been actually achieved.^' 

Western society belic\'es in progress, in betterment. One of the 
cardinal tenets of our belief is in the perfectibility of man. This same 
belief has its application to tlie fiublic service in inanagement's con- 
viction in the perfectibility of administiation. Tc be sure, we can never 
attain this perfection. But to strive to do better is the essence of the 
belief. Management, too, strives to do better. The result is a public 
service which is progressiw in nature. 

For llic general terms of ll)is development, see the discussion in Solomon 
Fabricant, The Trend in Government Activities in the United States since 1900 
(New York: National Bureau of Economic Research, Ine., 1952), Chap. 7. 
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In 1952 an eminent public servant of New York City, James 
Marshall, who had completed seventeen years of voluntary, unpaid 
service on the Board of Education, included these comments in his 
address upon the occasion of accepting a community award: 

It seems to me that public service is far more of an art than a science and 
the satisfactions of public service more those of the artist than of the scien- 
tist. Agnes de Mille quotes Martlia Graham as saying: '‘No artist is pleased. 
There is no satisfaction whatever at any time. There is only a queer, divine 
dissatisfaction, a blessed unrest that keeps us marching and makes us more 
alive.” 

And so it is with a public servant who wishes to improve things. Such 
satisfactions as do exist are extremely limited. New problems, new pres- 
sures, new disequilibriums, new hot potatoes and cold comforts are forever 
crowding out satisfactions for the public servant. But there does exist this 
“queer, divine dissatisfaction,” this “blessed unrest” which makes the efforts 
and the failures and the all loo little successes rewarding and which “keeps 
us marching and makes us more alive.” 

A number of years ago the late Charles A. Beard declared that ‘The 
continuous and fairly efficient discharge of certain functions by govern- 
ment, central and local, is a necessary condition for the existence of 
any great society.” Modern government is strong only in proportion 
to its capacity to administer its functions effectively. The capacity^ of 
government fo meet changing social conditions, such as the tlireat of 
an external hostile power, dejoends upon effective and wise adminis- 
tration. 

Certainly effective admin istratiop cannot be conceived of apart from 
the realization of satisfactory service. There may be other ingredients 
to satisfactory service besides those mentioned here. But surely there 
will be common agreement that no definition can have meaning which 
fails to include such elements as equity, timeliness, amplitude, con- 
tinuity, and productivity. Satisfactory service is the first great value 
to which management in the public service is dedicated. 

Responsible Performance 

The “professor with a style,” Woodrow Wilson, wrote over sixty-five 
years ago that one of the purposes in the study and development of a 
“science of administration” should be to “crown its duties with dutiful- 
ness.” Wilson did more than express an end for the scholarly inter- 

Charles A. Beard, “Administration, a Foundation of Government,” The Ameri- 
can Political Science Review, vol. 34 (April, 1940), p. 232. 

Woodrow Wilson, “The Study of Administration,” Political Science Quarterly, 
vol. 3 (June, 1887), reprinted in vol. 56 (December, 1941), p. 481. 
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est in the subject of government administration. Rather, he proclaimed 
a fundamental value of the administrative process, the value of respon- 
sible performance. As if he were foreseeing his own later political 
career and the i)erplexities of our own day, he declared; “There is no 
danger in power, if only it be not irresponsible." 

It is not enough in a democratic society to have satisfactory admin- 
istrative service, important as that may be. There is yet another, a 
higher value to guide management in its efforts. This is the value of 
responsible performance. Wilson expressed his concern in these words: 
“Administration in the United States must be at all points seiisitive 
to public ox^inion." He added that Americans were “democrats by 
long inheritance and repeated choice/’ In a democratic societ>^ effec- 
tive public service must include responsible performance. 

For the able administrator the greatest personal rewards are those 
which come from a sense of accomplishment. The challenge to any 
administrator is to overcome obstacles, to understand and master 
problems, to use imagination and insight in devising new goals of 
public service. No able administrator can be content to be simply a 
good caretaker. He seeks rather to review the ends of organized effort 
and to advance the goals of administrative endeavor toward better 
XDublic service. In other words, the able administrator is always con- 
cerned first with the xx)licies and x^rogiains of his agency. It is prima- 
rily in their dev^elopment that he finds the sense of a job well done. 

But in a democratic society this questing is not guided solely by 
the administrator's own personal sense of desirable social ends. The 
administrator must convince others as w(*ll. He must work with inter- 
est groux^s, with legislators, with chief executives, and with the per- 
sonnel of his own agency to convince them all that a x^articular line 
of x^f^hey or program is Jesirable. Resx)onsiblc performance of the 
public service means that inaiiagc’ment provides direction for admin- 
istrative effort by working with a -id through those institutional de- 
vices w^hich exist to express the Will of a democratic society. 

Sometimes the institutions of democracy seem faulty or creaky. Some- 
times those institutions are subverted by a few to their own sx:)ecial 
benefit. Sometimes citizens in large numbers seem indifferent tc^ or 
careless of the functioning of their government. The x^ublic servant of 
long and distinguished devotion to the public weal may suddenly find 
his services terminated. The clamor of a few may be inteq:)reted as 
the hostility of many. Susx^icious of gcwerumerit by long inheritance, 
we citizens are likely to be especially and unduly suspicious of the 
public servant. Preoccupied by our own personal affairs, we as individ- 
uals overlook corruption or accept it as inevitable. We compensate 
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public servants at low levels of remuneration and then express indig- 
nation because they are not honest or better qualified to perform their 
work. One might thus continue to catalogue the imperfections of a 
democratic society and polity for page after page. 

The brutal fact remains that man has not yet devised any system 
of government superior to our democratic practices. The ideal we may 
not have found, but let the discouraged read the pages of 2,500 years 
of recorded political experience and note that other societies and gov- 
ernments have had their imperfections as well. 

If as a society, then, we are devoted to democratic political insti- 
tutions, management must be equally devoted to the value of respon- 
sible performance of the public, service. l\esp('nsiblc performance re- 
cpiires a management sympathetic with the traditions of American po- 
litical life, flexible in adjusting to changing demands upon the public 
service, alert to the need to reflect the ideals of American society. 

There have been various concepts of responsibility in the history of 
Western man. Among various peoples and in recurring periods the re- 
sponsibility of magistrates and of administrators has been proclaimed 
as divine in origin and in eflFect. Only the limitations imposed by God 
were acknowledged as binding upon earthly rulers. In temporal mat- 
ters neither the institutions nor the practice of such responsibility was 
adequate to the purposes of man. For a time the Roman republic as- 
serted the unicpic proposition that its officials were responsible to the 
citizens of the city as represented in the Senate. The acts of the state 
were performed in the name: Senafus Popuhtsqnc Romamis, Even the 
emperors preserved the fiction, long after the Senate had ben^n reduced 
to a shadow of its former glory by the twin scourges of political pro- 
scription and venality. Medieval society replaced the Roman with an 
upsurge of localism which found expression first in the feudal system 
of rights and obligations and then in the guild system for the gradu- 
ally growing cities. The national state produced the idc*a of c\ecuti^a^ 
responsibility for the public servant. English developments brought 
with them the idea of legal resioonsibility based upon the common 
law as an cxprc'ssion of man’s attachment to fairness and justice.-^’ 

From this history we derive our institutions of legislative, executive, 
and judicial power to w^hich management must look for the formal 
statement of its authority and its limitation. Some may go farther and 
translate these institutions into propositions, such as that an adminis- 

lio panjiliar as these developments are to all students of government, sr)ecial 
refeieiict' sliould bo made to their mention in John M. Gaus, “The Responsibility 
of Public Administration/’ in The Frontiers of Public Administration (Chicago: 
University of Chicago Press, J936), p. 26. 
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trative agency should be responsible for suggesting as well as execut- 
ing public policy, that an administrative agency should not be held 
responsible directly to the people at large, and that an administrative 
agency should be responsible to the legislature through the chief ex- 
ecutive. Here it would seem that we are likely to confuse the insti- 
tutions of political responsibility with the dynamics of the political 
process. A responsible management is concerned with both, but for- 
malities require that management be especially responsive to the direc- 
tion provided through our political institutions. 

For years students of public administration have endeavored t( sug- 
gest a dichotomy between ‘politics’’ and ‘"administi'atioii.” One reason 
for this effort has been to promote the concept of responsibility by 
management to a '‘higher order” of governmental operation, the deci- 
sion-making process whereby the scope and magnitude ol administra- 
tion are determined."^ More recently, a more realistic knowdedgo of 
administration has led us to appreciate that management docs parti- 
cipate actively in this decision-jnaking ]n‘ocess, both in ad\'ising legis- 
lators and executives and in interpreting their intent. The re cognition 
of this situation has produced a concern that the permanent civil serv- 
ant abstain from party jiulities, that the xx^nnanent civil service be 
politically Icwal to whatever x^arty is in power, that the bureaucracy 
be led by an ad(.‘([uate coterie of x>olitically ax:)pointed officials, and 
that civil ser\’ants be dc'moeratieally motivated in their training."'^ 

All these devices— c^ducaliojial, institutional, and dm al— serve 

only to undc^rlinc the fundamental vahio with which we are here con- 
cenied, the value c^f resx)onsib1e performance. Management guided by 
this value abhois the idea of arbitrary authority present in its own 
wisdom and recognizes tlie reality of external dinxiiou and restraint. 
Management guided by this ^ aliie sec*,ks to direct the woik of admm- 

Artljur A, Maiiss and Laiuoiice J. 11 'dway, “Catuging Adiniiiislrativ t* Ht^spoii- 
sibility/’ Vuhlic Adtuimistiahon hcr>U'ii\ \tjl. 9 (Siiininei, 1949), p. 182. The other 
])n»]X)sitions ol ilic‘ authors aie these: An adniiiiistraln'e ageney dionld lx' respon- 
sible to piessiire grunjis only to the extent necessary to equalize the salegiiarding 
ol conllicting interests, to aefjuire .speci.ilized knowledge, and to obtain consent 
for tlie agt'rie\’s iirograni; an agt'iu y should lie lesponsihle lor euiiloiming to tlie 
general jircigiain ol tlie chief ('x('euU\e and for vvaking eoopciahvely with other 
administiatne agencies; an ageney should bt' n'spjnsible for iipplying such pro- 
fessional standards of ethical conduct as ic4<'\ant to its activities; and an ad- 
ministrative ageiuy c'annot be hi-ld respoi- ahlc directly to a political party, 

-- Cf. Da\id M. Le\itan, “The Responsibility of Adininistr itivc Officials in a 
Democratic Society,” Voliheal hcwnce Quarterly, vol. G1 (December, 1946), 
13. 562. 

David M. Levitan, “Public Servdee Neutrality,” Public Administration Review, 
vol. 2 ( Antiimn, 1942), p. 317. See also Marshall E. Dimock, Modern Politics and 
Administration (New York: American Book, 1937). 
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istration through responsible leadership. There can be no effective per- 
formance of the public service in a democracy which is not respon- 
sible performance. But neither can there be any responsible perform- 
ance without a management which exercises effective leadership of ad- 
ministrative activities. 

Good Government 

There is yet a third and still “higher” value in the scale of manage- 
ment commitments in the public service. This is the goal of good 
government. Ever since the days of Plato and Aristotle the intellectual 
of Western society has debated the conditions and machinery of good 
government. That debate has not ended; it ^vill continue, we hope, 
unabated for generations yet to come. 

Obviously here we can do no more than to suggest an interpreta- 
tion of where we have arrived institutionally in our own society in 
this eternal search. The author knows no reason to propound that we 
have now arrived at the perfect solution. The author would maintain 
only that we have our own peculiar working solution as of the mo- 
ment. We think that this working solution has fundamental merits. We 
are attached by tradition and sentiment to those working arrangements 
of what seem to us to constitute good government. As a society we 
hold these present working arrangements in some respect. Accordingly, 
in our society we expect management in the public service also^o pay 
respect to the working arrangements of good government. 

The basic problem of government throughout the ages has been how 
to reconcile the dignity of the iHdividual with the requirements of 
social cohesion. The problem, of course, does not exist in a society 
which attributes no value to the individual person. But Western civi- 
lization has b(^en distinguished above all else by its profession that 
men as persons are equal in the sight of God. But through most of 
our history we have failed to find the institutional devices competent 
to give reality to that profession of faith. 

In our own time w^e believe we have made some progress in insti- 
tutionalizing the goal of a free society. We have done this in two 
basic ways. First, we have left large areas of human life to the con- 
trol of nongovernmental bodies, and we have prevented private groups 
from obtaining the sanction of governmental power by a continuing 
competition with one another. We have found democratic safety in 
numbers. Monopoly has been abhorrent, whether it be monopoly in 
church, in the skilled trade, in business, or in the political party. 
Rather our society has institutionalized conflict, and has made that 
conflict constructive by insisting upon certain common rules of the 
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game, of which tolerance for differences of opinion and some choice 
by the individual of the social groupings he wishes to join have been 
especially important. 

We call this society of perpetual conflict “free” because the individ- 
ual has some mobility of status and because no one social grouping 
can or does exercise authoritarian power. We have done more, then, 
than recognize, in the words of Professor Maciver, that community 
can exist separate from government. We have promoted diversity and 
variety in that community to such an extent that conditions of growth 
and change have actually been achieved. 

In writing the tenth essay for that collection of papers we know as 
The Federalist, James Madison lamented the existence of factions in 
society. He held it to be a major virtue of tlie newly written Consti- 
tution of 1787 that it sul^ordinated faction to the wise counsels of 
representative and separated government. Madison was mistaken. The 
counterweight to faction was not its subordination but the existence 
of more factions of approximately equal strength. The danger to our 
free society is that any one faction should ever become dominant. 

The author does not claim that this happy state of affairs in our 
community where the individual flourishes in the conflict of compe^t- 
ing groups has resulted from the genius of any one inairs, or any few 
men’s, brains. An evolutionary society born on a wilderness contin^Tit 
and seeking maturity amid the bounteous plenty of a beneficent na- 
ture has found a x^ractical means for exxn*essing an agt^-old dream. 

In other words, a primary characteristic of good governinemt in a 
free society, as w^e now understand it, is the existence and jDieserva- 
tion of circumstances which perpetuate a multix^licity ol social units 
I)prforming many of the eomxflicated tasks of modern society. We ( an- 
not now envision the pn. i.ca'\ation of individual fjeedom ajjart frmn 
an environment of healthy social pluralism. Management must under- 
stand this fact. 

But variety and diversity in social groupings is only one foundation 
stone for good government. There is something more. Our society has 
endeavored to leash j^olitical power. Long before Lord Acton framed 
his famous aphorism, Western man had learned that power corrupts, 
and that absolute powder corrupts absolutely. The challenge which con- 
fronted the Founding Fathers of )ur rcjjublic one hundred and sev- 
enty years ago was how^ to reconcile governmental power with free- 
dom. Their answer was a government of shared pow'cr and of limited 
power. 

Governmental power was shared in two ways— it w'as shared by the 
hierarchy of federalism and it was shared by a separation of x)rocess 
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into legislative, executive, and judicial branches. In this sharing was 
to be found the antidote to the absolutism which enables power to 
corrupt. By a carefully contrived separation of governmental power 
that collusion daiigerous to men’s liberties was to be avoided. For- 
tunately, the framers provided a constitution in the truest sense of the 
term; it was capable of life and growth. This system of shared power 
made possible the development of a national economy and then rec- 
ognized that a national economy could be influenced governmentally 
only by the national government. And in times of crisis the branches 
of our government have displayed a surprising, one might say almost 
an unexpected, capacity for joint action without any major loss of 
separate identity. ^ 

Ours is a government also of limited power. The constitutions of 
our Federal ctnd state governments express a social consensus that 
there are some things government shall not do, and other things 
which shall be done only according to a prescribed procedure. We 
have said that government shall not abridge the exercise of free speech 
and of free assembly, nor shall it establish a state religion. It shall 
not deny the equal piotection of the laws, nor inflict cruel and un- 
usual punishments. In so far as procedures are concerned, government 
shall not take private property except with just compensation. And a 
person shall not be deprived of his life, liberty, or propc^rty except 
by due process of law. The provisions of what constitute a fa«* trial 
are specified in some detail. In these and in other matters our gov- 
ernment is a limited government. We have acknowledged by instru- 
ments of fundamental law that governmental power shall be restrained 
in what it does and how it does it. 

Our concept of good government therefore embraces in practice two 
basic propositions: that our community may exist and operate in es- 
sential respects outside the domination of government, and that gov- 
ernmental power shall be both shared and limited. The protection and 
preservation of these concepts rest upon society itself. II we are to 
continue to have good government in a free society, the leaders and 
follow^ers in that society must understand and cherish tlu' working ar- 
rangements which make good government possible. 

As has been said, no one can well i^roclaim that these present work- 
ing arrangements of our society aie a perfect or final solution to the 
age-old quest for good government. Human exporieTicc^ and wisdom 
suggest that what we now have are satisfactory solutions to our present 
conditions and needs; indeed, are the best available solutions. The 
democratic process as we understand it has provided ns with the best- 
known mechanism whereby society can validate the value judgments 
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without which no organized society can operate. The voice of the 
people may not be the voice of God, but it is the only voice we ac- 
cept for operational purposes. Yet even here we expect the voice of 
the people to be expressed with appropriate self-restraint. 

It is too much to claim that the administrator in the public service 
must bear the burden of the responsibility for maintaining and pre- 
serving good government. We may say about management as Pro- 
fessor Alexander Leighton has said about social scientists,'^ that it is 
responsible for directing its work toward the welfare of mankind, but 
that management shares this responsibility with others and canni>t ful- 
fill it unless the society of which it is a part understands and sup- 
ports the effort. What Professor Johii^-CTaus terms the “ecology of gov- 
ernment” shapes and influences the behavior of management. 

We must also recognize that there may be at any time a consider- 
able gulf between the operational ideals and the operational practices 
of a society. There are persons who, suddetdy struck by the size of 
this gull, come to believe that the ideals are meaningless This does 
not necessarily follow at all. What counts is whether the ideals are 
cynically disregardc'd as .so much pojmlar pabulum, or whether the 
ideals are' operational in the sense* that tliey guide and inspire man 
in his conduct. If man did not believe in perfectibility, he might 
cease to .striven to do better. It is when ideals liave lost their power 
to eominand man’s allegianee as a standard of conduct that a society 
loses its will to advance and sinks hack into the animal kingdom. 

Let us then take for granted these propositienis: (1) that our so- 
ciety is committed to the value of good government, and (2) that our 
society has found working arrangements for good government in cir- 
cumstances where goveinment does not undertake to perform or di- 
rect all social functions and where government enjoys only shaiod 
and limited power. What do these fundamental propositions mean for 
management in the pul?lic servuci It seems t(^ the author tliat these 
propositions have ver\ specific and concrete meaning for management. 
In formulating and advocating public policy, a management which ac- 
cepts these propositions will behave in particular ways. Such man- 
agement will not seek to aggrandize government activity to the point 
where other social groups can no longer operate effectividy. Such 
management will not seek to prom 4e monopoly amor‘g social groups 
—a monopoly in business, in church, in labor unions, in education, or 

2^ Alexander H. Leighton, Human Relations in a Changinf^ World (New Yoik: 
Dutton, 1949), p. 207. 

20 John M. Cans, Reflections on Public Administration (University: University 
of Alabama Press, 1947). 
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in any other area of social endeavor. Such management will not seek 
to overthrow the limitations placed upon government power, as in 
denying free trial or hampering free speech. Such a management will 
not seek to end the sharing of government power between Federal, 
state, and local units, or to alter the distribution of government power 
between legislative, executive, and judicial branches. 

In practice the concept of good government has very real meaning 
for management in the public service. This value places certain re- 
sponsibilities and obligations upon management. The purposes which 
management pursues, the methods which it uses, the use made of the 
results it accomplishes— in all these respects management in our so- 
ciety is expected to promote and preserve the conditions of good gov- 
ernment. An effective management in the public service is one dedi- 
cated to good government. 

Summary 

This volume has been concerned with presenting the state of our 
present knowledge about the common phases of management work de- 
voted to the effort of achieving effective performance of the public 
service. But efficiency is not some mechanical goal or an intrinsic 
value end. Effective performance means more than this. It means sat- 
isfactory service; it means responsible performance; it mc^ans good gov- 
ernment. These are the primary values expected to motivate m"anage- 
ment of the public service in our society. 

These values cannot be realized in the absence of effective perform- 
ance of the public service. American practitioners and students have 
not been concerned with the mechanisms of administrative action just 
because they find some inherent satisfaction in gadgets. The concern 
is more profound than that. VVe are motivated to strive for effective 
performance of the j)nblic service because only thereby can we hope 
to attain the fundamental values we hold dear. 

In the 1920's an eminent business journal expressed the point of 
view that the logic of American government required the public serv- 
ice to be ineffective, to be increasingly unsatisfactory in the perform- 
ance of its appointed tasks. Only in this way, the magazine editorial- 
ized, could Americans protect their freedom from the encroachment 
of government. From time to time there have been others who raised 
their voices to a similar theme. 

No one needs to be reminded today that government has come to 
occupy an extensive role in our society. By 1950 1 out of every 8 em- 

Nations Business, November, 1928. 
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ployed persons was either a civilian servant or a military servant of 
government. In 1900 the ratio was only 1 out of every 25 workers. 
By 1950 government owned over one-fifth of the capital assets of the 
nation, compared with 6.6 per cent in 1900. By 1950 government ex- 
penditures had climbed from just under 2 billion dollars in 1903 to 
over 60 billion dollars.^^ 

Yet it is reassuring to know that this expansion represented no revo- 
lution in the pattern of government functions in the United States but 
resulted rather from an increase in the magnitude of acthatics long 
regarded as governmental in character. A number of factors have in- 
fluenced this development: population change, advancing technology 
(requiring improved highways, for ^xample), growing industrializa- 
tion and urbanization, increased national wealth and its widespread 
distribution among all classes, economic depression (in the 1930\s). 
and a threatening international situation (continuous since 1938). We 
may reasonably conclude with one observer that ‘"the major theme is 
growing economic interdependence” and that “the rising trend of gov- 
ernment activity also is a concomitant of economic growth.*' 

“Big democracy” we now have with us. Elfective performance of 
the public service is an absolute necessity foi our national survival. 
But we expect the management entrusted with the luaiiipulation of 
the means for achieving effective perh^rmance to have an abiding 
faith in the fundamental values of satisfactory service, responsible 
performance, and good gov^emment. Ijacking a cojnrnitment to these 
values, management in the public service is but a tinkling bell and 
a clashing cymbal. 

27 These figures are taken from Fabricant, op. cit. 

28 Ibid., pp. 144 and 149. 
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